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ABSTRACT 

This module is the third in a self-instructional 
program designed to train public school personnel in how to manage 
educational projects. The purpose of this module is to assist local 
school district personnel in the development of project proposals. It 
covers four major phases: proposal planning, proposal preparation, 
proposal development, and termination of proposal development. In the 
area of proposal development, the module focuses on defining project 
objectives: selecting the approach for achieving objectives: 
producing management, cost, and technical sections of the proposal; 
preparing the detailed proposal docuaent: and final editing and 
preparing for submission of the proposal. Submitting, amending, and - 
negotiating the proposal are also covered. A six- page glossary of 
related terms is included. (Author/JW) 
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HOW TO USE THIS MANUAL 

This manual is designed to orient the reader to the Proposal 
Development ins tract ionaL package which is Module 3 of the Educational 
Project Management Instructional System (EPMIS). 

The Introduction to EPMIS (page 3) briefly describes the growing 
need for management techniques in American education, and introduces the 
EPMIS program. Brief stmmaries of each of the EPMIS modules will be 
found on page 3, followed by the goals of this particular module (page 4) 

Hie sections and organization of the nine lessons which make up 
this module are described on page 5, followed by directions for using 
the lessons on an individual and a group basis (page 6) . 

This is followed by a Glossary of important terms (pages 7-14) 
and Bibliography (page 15) , both of which you may find useful as you 
proceed through the lessons. 



INTRODUCTION TO EPMIS 

During the past ten years , the federal, state, and local govern- 
ments have become increasingly active in funding projects and programs 
designed by educators to provide a variety of improvements in public 
education. Educators engaged in experimentation, curriculun revision, 
and other projects now abound. 

Along with these public funds, however, has come public accounta- 
bility, and the need for special emphasis on designing, administering, 
and evaluating new programs. As the scope of funded projects increases, 
as the amount of funds involved becomes greater, and as the project 
efforts become more ambitious and complex, the need for a skilled 
project manager becomes more apparent? 

The Educational Project Management, Instructional System (or EPMIS) 
is being developed by the Project Management Component of the Adminis- 
tering for Change Program of Research for Better Schools, Inc. It is 
intended to train public school personnel in the project management 
skills vital to the success of these projects. 

The EPMIS package includes three instructional modules and some 
supplementary materials. Each module deals with a distinct aspect 
of project management and includes complete directions for use which 
make the materials self -instructional. The lessons^are structured 
for use by both individuals and groups . Each lesson vfrtfcin a given 
module contains introductory materials, to orient the reader^ tests 
to Jielp the learner measure his progress, specific instructioha^ob- 
jectives, reading references > and other materials. \. 



The paragraphs below describe the three modules of the EPMIS program^ 

1 . Project M anagement Executive Orientation . , This module is 
designed to introduce top-level administration to the concepts 
of "project," "management," and "project management." 

Topics such as the advantages and limitations of project 
management and the requirements and organization of a project 
management system in a local school district are emphasized. 

2. Project Management Basic Principles . This module is designed 
for acting or potential project directors in a local school 
district and covers the four major phases of project manage- 
ment : project planning , preparation , operation , and termination . 

3. Proposal Development . Thi<-- module is designed to assist local 
school district personnel in the management of project pro- 
posals and covers the four major phases of proposal manage- 
ment : proposal planning , preparation , operation and termination. 
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GQALS OF MODULE 3 

As a result of this instructional package, the learner should be 
able to: 

.... l. Plan a proposal development effort including: 

a. Making a work breakdown structure of the tasks needed to 
develop the proposal. 

b. \ Devising a work flow for these tasks. 

c. Estimating time and develop a schedule for these tasks. 

d. Estimating the resources needed to develop the proposal. 

e. Deriving a budget of expenses for the proposal development. 

f . Writing a plan for developing the proposal. 

2 . prepare to conduct a proposal development effort including: 

a. Obtaining proposal development personnel. 

b. Arranging for equipment and facilities. 

c. Setting up„an initial meeting and information system. 

3. Operating the proposal development effort including; 

a. Defining the proposed project's objectives. 

b. Selecting the approach for achieving the objectives. 

c. Producing management, cost, and technical sections of the 
proposal. 

d. Preparing the detailed proposal document. 

e. Conducting activities necessary to the final editing and 
submission of the proposal. 

4 . Terminating the proposal development effort including : 

a. Submitting, amending, and negotiating the proposal. 

b. Conducting activities associated with terminating the 
proposal development effort. 
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LESSON SECTIONS AND ORGANIZATION 

if 

Thi Proposal Development instructional package includes a module 

manual and nine lesson booklets, one for each lesson. 

s 

Each lesson has the same sections organized in the same order. 
The first section is the I ntroduction to Lesson which lists the page 
numbers of the various lesson parts. An Overview of the lesson is 
next; it describes the relationship of this lesson to the ones following 
and preceding. A Statement of Objectives give both general and specific 
instructional objectives tor"the lesson. This is followed by the 
Lesson Location Chart which shows the learner the location of this lesson 
within the sequence of the Proposal Development instructional package; 
it is designed to supplement the Overview. 

The Pretest is next (pink color-coded) , followed by a page which 
gives the correct answers to the pretest plus suggested options for 
you to follow depending on your performance on the test. The Lesson 
Abstract and Content Outline provide condensed views of the lesson, 
and are followed by the Lesson Text itself. 

The Exercises (green color-coded) follow to give you practice for 
the skills and knowledge contained in the lesson. Upon completion of 
the last exercise in the lesson, several options are suggested for you 
to follow depending on your perfoimance on the exercises. The 
Post -test (also pink color-coded) allows you to check your performance, 
and leads to several suggested options , such as moving to additional 
exanples for study, reading reference materials, or reworking some 
of the exercises. 



GROUP USE 

Although this module is designed to be self -instructional, so that 
an individual learner can work through the materials completely inde- 
pendent of anyone else , the lessons adapt easily for group presentations 
Here are some suggestions you might fird helpful for group situations: 

1 . Equipment - The presentation might be aided by having on hand 

a chalkboard and an overhead projector (complete 
with overlays and grease pencils) . This might be 
especially helpful in solving exercises as a group. 

2. Group directions - The group leader should: 

A. Provide each learner with a Module Manual, and the 
nine lesson booklets. p 

R. ffrive each learner read and complete the Module 
Manual and all lesson materials by himself. 

C. Bring the learners together for a discussion of the 
1 text, exercises, and tests so as to exchange ideas 
and solutions. 
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GLOSSARY * f.' •~ ^ • 
ar ' 

This glossary of terms is designed to give you a reference to the 
definition! of terms useckin <th?% module. In addition to the definitions 
themselves, two other aids have been a$ded,to make the glossary more 
useful to you- < " ' : * 

- First, at the end of the definition of many of the terms, you will 
^find a reference to the. module and l&son where that term is discussed 
in more detail. A shorthand form of referring to the module and lesson 
nimiers has been % used for this purpose. 

"' - t- 

For exanple, if^yotf ^\kd this reference at the end of the defi- 

nitionVthf term you were looking up - (see 3/S-7> you would kr.«w 
that a further discussion of the term would be found in Lessons 5 
through 7 in Module 3.. * 

These end-of -definition references refer you only to Module 3 
Proposal Development and Module 2 Project Management Basic Principles. 

Second, a quick index to the glossary has been provided for you 
on the next page. This quick index lists all the terms defied in 
the glossary. By. looking at this one page, you can see immediately 
if the term you want is in the glossary. You don't have to leaf through 
all the pages of the glossary to find if the term is there. 

The quiok index to the glossary is on the next page. The glossary 
itself begins on the page after the index. 



QViiiUxite i Tuayi to LeAton 1 which ls> tUled ?n.opo&al VzveZopm&nt 
and lt& KeJtaMonAhip to School VUtUct Plamlng and ViojtU 
Management. 



r- A Quick Index 

abstract 
administration 
assurances, legal 

(see legal assurances) 
audit, educational program 

(see educational program audit) 
authority 
budget 

calendar, task-event 

(see task-event calendar) . 
controlling 
cost plan 
critical path 
decision -making 
deviation 
diagram, work flow 

(see work flow diagram) 
directing 
director, proposal 

(see proposal director) 
educational program^ audit 
evaluation 
Gantt chart 

(see task-event calendar) 
goal 

grantsmanship 
history, project 

(see project history) 
internal review 
legal assurances 
'lead time 
limits 

line -item budget 

(see budget) 
management 

management information system 
management plan 
milestone 
mission 



the Glossary 

negotiation 
objective 

objective-referenced budget 

(see budget) 
operations phase 
organization chart 
organizing 
pa^h; critical 

(see critical path) 
PERT (see Program Evaluation 

and Review Technique) 
planning 
planning phase 
policy 

preparation phase 
problem 

problem analysis 
procedure 

Program Evaluation and Review 

Technique (PERT) 
pro j ect 

project history 
project management 
proposal 

proposal development 
proposal director 
Request for Proposal (RFP) 
resource allocation 
review, internal 

see internal review) 
RFP (see Request for Proposal) 
scheduling 
task 

task-event calendar 
technical plan 
termination phase 
work breakdown structure 
work flow diagram 
work package 
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- -r Glossai /.terms and Definitions 

abstract, -- that section Of the proposal docunent which provides a 

Brief condensation of the proposed project, enphasizing the major 
objectives and procedures, (see 3/8) 

administration — a process involving the execution of management de- 

cisions within an organizational framework utilizing pre-established 

rules for decision -making* 

assurances , legal — (see legal assurances) 

audit , educational program* ^ (see educational program audit) 

authority - u the right to act, to make decisions, or to command others. 

tnidget the expression in financial terms of a management plan for 
— a project. A" budget may be written as an ob j ective -referenced 
budget in which a Separate cost can be derived for each project 
objective; or it may be a line -item budget showing a cost for 
each category of expenditure (e.g., personnel salaries, equipment, 
etc.) (see 2/6 and 3/7) - 

calendar , task-event -- (see task-event calendar) 

controlling -- in project management, a three-step process involving 

(1) identifying the problem, (2) solving the problem, and 

^ (3) implementing the chosen solution to the problem, (see 2/9-11) 

cost plan -- that portion of a proposal docunent which presents the 
plan for expending project monies; equivalent to a budget. 

(see 2/6 and 3/7) 

critical path the longest or most time consuming pathway within a 

networFof various paths which connect the activities required 

between the start and finish of a project, (see 2/4) 

de cision - making — identifying or selecting a course of action from 
among two or more possible alternative courses of action. 

devi at ion -- a difference between a planned situation and an actual 
situation; a project management problem. 

diagram , work flow -- (see work flow diagram) 

directing in management, the activity of motivating employees to 
accomplish their tasks, (see 2/1) 
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director , proposal (see proposal director) 

educ ational' program audit a study conducted by a person not directly 

involved with a"proJect to verify the results and conclusions , 

of the* project's own evaluation of how well it accomplished (or 
is accon^lishing its objectives, (see 3/6) y 

evaluation -- an' activity whose purpose is tq verify if the project 
KasTchieved its intended process and product objectives. 

Gantt chart (see task-event calendar) 

goal -- a broadly stated end point to be reached in the future. In 

a project, a goal is the identified end product .and is at the 

top level of the work breakdown structure. (see\2/2 and 3/4) 

prantsmanship — in proposal development, informal knowledge, skills, 
s technique s , and experience which may be brought to the proposal 

development situation to help improve the quality of the final 

proposal document, (see 3/7) 

history , project -- (see project history) 

internal review -- in proposal development, the review of the proposal 

document in a near finished form for the purpose of obtaining 

conments, suggestions, criticisms, and approval of persons 
within the school district; conducted prior to a final revision 
and submission to the funding agency, (see 3/8) 

legal assurances that section of a proposal document which presents 
"" assurances t o the funding agency that the project will observe 

laws and regulations related to racial discrimination, equal 
' employment opportunity, invasion of privacy, etc. It most be 

signed by the proper school district officials and is often 

simply a printed form, (see 3/8) 

lead time -- the time between the order of a resource and its need or 
~~ — use~in the accomplishment of an activity, (see 2/4-5) 

limits -- the allowable tolerance for acceptability of the standards 
specified for time, cost, and performance at project control 

points. Limits may be either positive or negative or both with 

respect to the standard set. 

line - item budget - - (see budget) 

management - the method of attaining organizational goals by (1) develop- 

ing a plan, (2) arranging operations in conformity to the plan, and 

(3) creating an environment which is favorable to the performance 
of the people belonging to the organization. These three steps 
are usually referred to as planning, organizing, and directing, it 
is a process which involves a high degree of uncertainty and 
unprogranmed decis ion -making. 



13 



-11- 



manageraent plan that portion of a proposal document -which presents 
— the pl aHTor managing the activities of the proposed project. 

It usually includes a work breakdown structure, a work flow, , 
time estimates and schedules, and resource estimates, (see 2/1-0 and 3/7J 

milestone -- important -ents identified in the work flow ofVproject 
~~ — iucn" that if not completed on time the project goal will n$>t be 
attained on schedule or possibly not achieved at all. (see 2/3) 

mission - a mission is composed of several tasks and is itself a sub- V 

goal. A mission is a focused activity, or package of work, using ^ 

a limited amount of project resources and staff at the middle 

level in the hierarchial work breakdown structure, (see 2/2 and 3/4) 

negotiation - an activity conducted between persons submitting a pro- 
posal a nd representatives of the funding agency in which differences 
are resolved concerning the management, cost, and technical plans 
of a proposal, (see 3/9) 

objective -- statements which specify a desired outcome. The statement 
' can b e one which includes a broad area of concern, or need or it 
can specify an extremely narrow concern. 

objective-referenced budget -- (see budget) 

operations phase - tfet phase in the management of" a project during 
Y which tHeproject is actually operated and monitored for problems 
or deviations which are then analyzed and solved. In proposal 
development, the operations phase is called the proposal operation 
and is the period in which the proposal for a project is created, 
(see 2/9-11 and 3/4-8) 

organization chart •- that portion of a management information system 

• which sh owsTn graphic form the authority and responsibility of 
the project staff and the reporting channels for the flow ot in- 
formation, (see 2/8 and 3/3) 

organizing that activity by which the manager established an inte- 

* grated system of authority and responsibility relationships in 
which - the members know what their tasks are and how they fit into 
and responsibility to accomplish these tasks. 

path , critical -- (see critical path) 

PERT -- (see Program Evaluation and Review Technique) 

planning the management process of determining objectives, defining 
an d evaluating alternative courses of action, and selecting the 
course which will most effectively and efficiently achieve the 
established objectives. 
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policy --a general statement or rule which guides or channels thinking 

M in decision-making. It can be formally stated or a result or 

practice over time. 

preparation phase -- in project management ; that phase of activities 

involving the acquisition of equipment, and facilities, the 

establishment of an information system, and the organizing of per- 
sonnel. In proposal development, it is that period when the pro- 
posal director acquires needed equipment, facilities, and materials ; 
organizes the proposal development team and assigns task responsi- 
bilities; and develops an ii formation system, (see 2/7-8 and 3/3). 

problem a deviation from a plan or a discrepancy between what is_ 
and what is desired. 

probl em analysis -- the process of identifying and defining a deviation 
Trbm plan and determining its specific cause, (see 2/10) 

pr ocedure -- Guide to routine actions emphasizing a chronological se- 

quence. Practices which are so recurrent and routine as to lend 

themselves to formalized response. 

P rogram Evaluation and Review Technique (PERT) a management system 

tur planning anTcontrolling many activities related to the 

accomplishment of an objective in a once-through effort, (see 2/3-5) 

project -- an activity which possesses the following five characteristics: 

— <T) finite in character with a single goal to be accomplished; 

(2) complex in nature involving a large number of tasks; 

(3) unique in that it involves a one-time-only effort; (4) uncertainty 
about the path or series of activities leading to the goal; 

(5) producing a definable end product within time, cost, and per- 
formance specifications, (see 2/1 and 3/1) 

project histofv -- a written account of the major events, problems, 

— solutions', actions, etc. of the project to be kept as a record 
for reference and guide, (see 2/12 and 3/9), 

project ma nagement -- the activity of managing a project. The activities 

— are classified into four phases of project planning, project 
preparation, project operations, and project termination, (see 2/1 
and 3/1) 

proposal -- a document which can be submitted to a funding agency to 
r apply for support to operate an educational project. The document - 
describes the need for the project, its objectives, and a management, 
cost, and technical plan for achieving the objectives. 
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proposal d evelopment - the activity of managing the development of a 
proposal. It is analogous to the management of a project. Pro- 
posal development activities are classified into four, phase of 
proposal planning, proposal preparation, proposal operations and 

proposal termination, (see 3/1) 

l.. 

proposal director -- the person charged with the responsibility to 
manage the development of a proposal document. 

Request for P roposal (RFP) - a solicitation from a funding agency for 
^pFoposals for an Relational project usually in a specified area 
of concern. 

resource allocation - translating an approved plan into a schedule by 

assigning resources to accomplish the planned activities during 

a specific calendar period. The process of applying resources 
toward the accomplishment of a plan, procedure, policy, tactic, or 
strategy, (see 2/5) 

» 

review , internal -- ( see internal review) 
RFP -- (see Request for Proposal) 

scheduling - the translation of a plan into a time table showing the 

specific calendar dates for the start and completion of work 

and tasks to reach the project goal. ( see 2/5) 

task -- the smallest unit of action in a work breakdown structure. It 

is a single activity or an element of a. work package which 

uses a single person of the staff and little resources. 

task-event calendar - - a tool for planning work an Relating ^jvities 
to~EIm e or sche dule. In such a chart or calendar, the horizontal 
axis represents time and the vertical axis lists tasks or activities 
to be accomplished, (see 2/5) 

technical phase -- that portion of a proposal document which identifies 
- rte n iiST proposed solution, procedures, rationale, and evaluation 
of the proposed project, (see 3/6) 

termination phase - in project management, the final phase in which 

thi~pToiicT~is simply ended or integrated into the system as an 

ongoing activity. In proposal development, the phase in which the 
proposal development is ended by submission and negotiation of 
the proposal and the release of personnel from their proposal develop- 
ment duties, (sec 2/12 and 3/9) 

work breakdown structure - a hierarchical arrangement of the tasks 
involved in achieving a given goal, (see 2/2 ana si L) 
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work flow diagram -- a diagram illustrating the tasks from the work 
Breakdown in the order and relationship in which they will be 
accomplished to achieve a projects objectives, (see 2/3 and 3/2) , 

work package — a specific job to be accomplished which is usually within 
the responsibility of one operating unit in an organization and 
makes up one item on the work breakdown structure. 
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Introduction t6 lesson 

Thii, lesson contains the following items. Make sure that each item is 
present before starting to work through the lesson. 

Booklet containing the following items. Page 

Introduction to lesson • * 

Overview and objectives j 

Pretest * 7 

Lesson abstract and content outline ' 

Lesson text 2 i 

Practice exercise . * • • 2fi 

Post-test •••• ; * 



LESSON LOCATION CHART 




Operations Phase 




Overview and Objectives » 

OVERVIEW i 

The purpose of this lesson is to introduce the concept of project 
hanagement as applied to the development of project proposals and to describe 
the relationship between school district planning and the proposal development 
process. 

In subsequent, lessons the management of a proposal development effort is 
examined, in detail as one progresses through the phases of the proposal deve- 
lopment process. , , 
OBJECTIVES 

• The student in completing this lesson should be able to define the concept 
of the proposal development process and describe its relationship to school 
district planning and project management. The specific objectives of the 

i 

lesson are as follows: 

1. The student should be able to define the concepts of school district 
planning, proposal, .project, the project management process, project 
Implementation, and the proposal development process. .. 

. 2. The student should be able to describe the relationship between pro- 
posal development and school district planning. 

3. The student should be able to describe the relationship between pro- 
posal development and project management. 
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Pretest 



f VUtoUonAi Vtuiutakz time, to WMVi caKciuWj thi mUtpU gJwuli and 
tnjULillaJUn question* given beXwo. Ton. the, multiple, choice. qu&ttonA you 
(me to cAJiclt one. connect ok hut anwe*. (A,8,C on. V) and ion. the. Out 
and {aUz you aAe to Indicate, the, cowiec* KeMponte, mth the, UtWi T oft r. 



1. What statements would most accurately describe a project? 

A. A project is a complex goal-Oriented activity *Mch has a finite 
life span, a cost limit and uncertainty about the accomplishment 
of its* goal. 

B. A project is a plan to achieve a goal. 

C. A project is an activity scheduled to reach a goal at a specific 

tin)© * 

D. A project is an activity that doe* not have specified start and 
conpletion dates but does have a goal and a budget. 

2. What phase of the project management process usually involves the 
acquisition of work facilities? 

A. Planning 

B. Preparation 

C. Operation 
H. Termination 

3. When is a priority list of needs usually generated in the school 
district planning process? 

A. After funding sources have been identified. 

B. Inmediately prior to the identification of funding sources. 

C. Usually after needs assessment data have been collected relative 
to school district goals. 

D. School district planning is a continuous process and therefore a 
list of priorities can be identified at any stage of the school 
district planning process. 
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What phase of the proposal development process normally includes the actual 
writing of the proposal? 

A. Planning ■ " • 

B. Preparation 

C. Operation . 

D. Termination 

In which phase of the project management process does budget preparation 
occur? 

V r 

A. Planning . 

B. Preparation 

C. . Operation 

D. Termination 

In which phase of the project management process are personnel organized to 
achieve tasks? 

A. Planning 

B. Preparation 

C. Operation 

D. Termination 

When is the search for funding agencies usually undertaken in the school 
district planning process? - 

A, Prior to the development of a list of school district priority needs. 
B After program alternatives have been evaluated for cost-effectiveness. 
C After the list of school district priorities has been developed. 



Udicazz voheXkw thz AtatumnU luted bUou aA^Vim iaUl by mixing 
a T ok F on tht tinz. ^ .-, 

The management of a proposal development effort is similar to the 
"* 'management of any project. 

While the specific format of a proposal may vary among funding agencies, 
"most proposal documents include a Technical Plan, a Management Plan, and 



a Cost Plan. 



The decision of a school district to operate a project is one possible 
"output of school district planning.. 



) 
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Directions Following Lesson Pretest 



Vinection* t The coined anhuxM to Luton f VKetett cute. lUted dom the. 
light mahgin. Chick youA connect hJthponAU, 



Vifiectiontt 11 you an&uXAed tight ok {emu question* 
cofintctty, you have, not acceptably demonttnated fenow- 
ledge o{ pKopotal development and iU KeJuathonhhip 
to school plowing and pho ject management, Vou . 
should n.zad the leuon abstract and content outline on 
agu 7 and 8. Then begin the, content pfiehentation 
page 9.- . 



pa- 
bit 



Qinectiont l{ you an&weJied nine ok mone question* 
conAectly, you have acceptably demonttAoted know- 
ledge o{ pKopotal development and itt> nelationthip 
to school planning and project management. You 
should lead the le&6on abttMuct and outline- be- 
ginning on page 7. Then i{ you debine to 6kip 
the content pnetentation, you may do to by ptuo- 
ceeding dOiectty to the practice exe/ici&e on 
oage 21. lb you de&Vve to lead the, content 
pie&entation, tuJvn to page 9. 



Multiple Choice 

1. (A) BCD 

2. A (B) C D 

3. A B (C) D 
• 4. A B (C) D 

5. (A) B C D 

6. A (B) C D 

7. A (B) C D 
True/False 

8. T 

9. T 

10. T 
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Number Correct - 



Lesson Abstract and Content (Xitline 

ABSTRACT 

Proposal development is an activity undertaken by a school district 
when a decision is node to operate a project in order to fulfill a need 
in the school program. The decision to operate a project is usually an 
output of school district planning. The development of a proposal is 
usually begun when there appears to be a possibility of securing funds 
for the project. The development of a proposal is by its very nature a 
project. Proposal development can be perceived as proceeding through, the 
phises of the project management process. 
CONTENT OUTLINE 

A. The proposal development process may be better understood with 
reference to the following concepts : 

1. school district planning, 

2. proposal, 

3. project, 

4. project management process, 

5. project jjnplementation, 

B. Scho ol district planning is a continuous process of determining 
what needs to be acccmiplished in order to realize school district 
goals. The planning process involves several ongoing activities: 

1. developing goals and objectives, 

2. collecting data describing the achievement of these goals, 

3. data analysis and identification of priority needs, 

4. identifying alternatives, 

5. cost -effectiveness analysis of those alternatives, 

6. selection of alternatives, 

7. identifying possible funding source^. 
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r A nrcroosal is a dooment presenting an initial plan for a project 
C ' IsSTo accoS scL* district >als. ^P^J^^ 5 

project plan, budget, documentation of need, and data supporting 

the approach indicated by the project. 

n A nroiect is a conplex, goal-oriented activity, having a finite 
' lilTsfi, a SoS^Ut.tnd some uncertainty about the acconplish- 
ment of its goals. 

f The oroiect management process includes four periods termed the 

E ' ^S ^^- SpemTons , and termination phases of a project 

1 Planning includes goal-setting, specifying tasks, ^eloping 
aSrkil ow, estimating time and cost, estimating and scheduling 
resources, and budgeting. 

2 Preparation involves obtaining and organizing personnel, , 
' e|Sifm£erials , and facilities , and creating a project 

information system. 

3 Operations activities encompass problem identification, prob- 
lem solving, and solution implementation. 

4. T^rmi^ti^may Evolve activities appropria^ 

project upon completion of goals, or integrating project 
activities into ongoing institutional programs. 

n ThA nrnoosal development pr ocess consists of the four phases of 
Se g g'^SSSS process ( planning, Pyt^rations, 
and termination) as applied to the creation of a proposal 
document. 

C, . p.nwt. institutionalization refers to the transition ormerging 
n f I nroiect's end-product in to an on-going program. Such a 
SUwS?taoSS further use of project management techniques 
S should include the feedback of information into school district 
planning activities . 
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Lesson Text 

Introduction 

The purpose of this lesson is to introduce the proposal development 
process and to place it in proper perspective within a local school district 
setting. In order to fully understand this process, it is necessary to de- 
fine the following concepts: 

o school district planning 

o proposal 

o project 

o project management process 

o project implementation 
Each of these concepts and the proposal development process is discussed in . 
some detail in the sections that follow. 

School District Planning 

School district planning involves the development of goals and objectives, 
the collection of data related to the achievement of these goals and objectives, 
the analysis of the data, the identification of priority needs- or problems, the 
search for feasible alternatives to satisfy these needs, the analysis of the 
cost-effectiveness of these alternatives, the selection of alternatives, and 
the search for possible funding sources to help implement the chosen alternatives. 

School district planning is a continuous process that is usually performed 
on the basis of an annual cycle, The planning process is depicted in Figure 
1.1 which has been modified from a irtodel being used to develop a Comprehensive 
Planning Instructional System at Research for Better Schools, Inc. 
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Develop Goals 
and Objectives 



Collect and 
Analyze Current 
Status Data 



Generate Priority 
List of District 
Needs or Problems 



• Search for 
Feasible. Alterna- 
tives to Meet 
District Needs 



Analyze Cost/ 
Effectiveness of 
Feasible Alter- 
natives 



Select 
Alternatives 



Search for # 
Possible Funding 
Sources 



Decision to 
[Plan and Operate] 
k a Project? 



Yes 



ivelop 
\ .Proposal] 
.Start 
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Figure 1.1- -Steps in the School District Planning Process 
(Modified from Comprehensive Planning Instructional System , 
Research for Better Schools, Inc.) 
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Information is gathered annually, including indicators of pupil performance, 
pupil perceived needs and comnunity perceived needs. The analysis and 
interpretation of this information may result in changes in school district 
goa^s and curriculum objectives and/or the identification of needs that are 
currently only being partially met. Next, a seaich is begun for alternatives 
to improve the situation relative to each identified need. In addition, the 
cost- effectiveness of each alternative is analyzed. Finally, possible funding 
sources to support these alternatives are sought. With this information at 
hand, a decision is made to go ahead with certain alternatives. In some 
cases this decision may be to plan and operate a new trial program or project. 

Planning, then, is a process which assists in the specification of what 
needs to be accomplished to move toward the fulfillment of the stated goals 
of the district . That is , school district planning is concerned with the 
determination of what is to be done in the district. 

Proposal 

One of the possible outputs of the school district planning process is the 
decision to plan and operate a project. If information gathered during the 
planning process indicates that there is a possibility of obtaining funding 
for a particular activity or project, it is usually necessary to develop a 
proposal document. Even if funding is not likely, it is still advisable to 
develop a proposal, since it can serve as a plan for accomplishing the activity 
or project regardless of where or when the necessary resources are obtained. 

A well written .proposal document consists of a clearly stated proposed 
project plan and budget, documentation of the need being addressed by .the 
project, and data supporting the approach indicated by the project. 



Hie documentation and supportive data are, of course, based upon information 
gathered and analyzed in the school district planning. process. A well 
written proposal document man mi rates clearly and precisely what a school 
district wants to accomplish. Thus, in addition to helping a school district 
obtain funding, a proposal document serves as an initial plan for accomplishing 
a desired end or goal. This initial plan is usually modified to some extent 
prior to or during the operation of the proposed project. 

Although the format of a proposal document of ten varies, there are usually 
three main sections called the Technical Plan, the Management Plan and the 
Cost Plan (or budget). Details regarding these sections will be discussed in 
the subsequent lessons of this module. » 

Project 

A project is a complex, goal oriented activity having a finite life span, 
a cost limit and some uncertainty about the accomplishment of its goal. " Goal 
oriented" means that the activity is aimed toward some identifiable end product 
or capability. It is characteristic of project activity that this end product 
or capability be defined or specified in sufficient detail (called ll performance 
specification") so that the outcomes, and a means for assessing the outcomes,are 
readily apparent to the individuals involved in the project and to individuals 
monitoring, auditing , and evaluating the project. 

Uncertainty is a main characteristic of projects because they are usually 
a unique or once-through kind of effort, and often there is uncertainty about 
when, how, and the extent to which the goal will be accomplished. The amount 
of uncertainty varies from project to project; depending upon factors such as 
the uniqueness of the effort and the inherent complexity of the overall project 

task. 33 



-13- 



Al though there is some uncertainty • with regard to how tiw project will pro- 
ceed, there is usually less uncertainty regarding when it will begin and end. . 
A project has specified start and completion dates. Thus, it has a finite" 
life span and , consequently, can be thought of 'as a temporary effort. 

Finally, the project goal is achieved within a specified cost limit. 
Project efforts involve the use of resources such as time, people, facilities, 
materials, equipment and services. These resources are usually translated in- 
to dollar amounts in a budget document which specifies the project cost limit 
that is not to be exceeded. 

In sunmary, a project is a temporary effort with a goal to develop an end 
product or capability within stated performance specifications, start and com- 
pletion dates, and a cost limit. There is usually uncertainty about when, how, 
and the extent to which the goal will be accomplished. 

The Project Management Process 

The project management process consists of four periods, tormed the plan- 
ning, preparation , operations, and termination phases of a project. TRe project 
planning phase includes setting goals for the project; specifying the work to 
be done with a. descriptive flow of the tasks; determining time schedule, cost 
and manpower needs, and preparing a budget. The preparation phase involves 
obtaining and organizing' personnel, equipment, materials, facilities and in- 
formation so that the project can be initiated and operated as planned. Hie 
operations phase is concerned with the actual conduct or operation of the 
project. Regaidless of the best planning efforts, actual operations do not 
always go as planned. The project director must have a system or procedure for 
knowing the status of the project (at all times) so that problem areas can be 
identified and corrective actions taken. Problem identification, problem 



solving, and solution implementation are the primary management activities 
of the operations phase of a, project. Finally, the termination phase includes 
those activities or efforts dealing with the ending of the project. Such \ 
activities include reporting about the project, transferring personnel and 
equipment, and retaining important records and documents. This phase may 
focus upon stopping a project in progress , ending a project when its goals 
have been achieved, or integrating the project activities into an ongoing 
institutional program upon completion of the project. . 

Proposal Development Process 

The activity of developing a proposal document meets the definition of a 
project. It is a complex activity and has a goal, finite life span, cost 
limit, and some uncertainty about the accomplishment of its goal. Efforts 
to develop proposals, frequently involve staff at various levels (administrators, 
supervisors, teachers, counselors, students, and sometimes community groups) 
from several school buildings and offices , each performing a variety of pro- 
posal development tasks. Such efforts have as their goal the development of 
a proposal document (and ultimately the funding of the proposed project). 
This development is accomplished within a finite period of time, often a few 
months, and within the bounds set by a fixed amount of resources that have 
been allocated by the school district or obtained from an external source 
(e.g. , by means of a planning grant) . Since much of the work in developing a 
proposal often involves. the planning of a new trial program, there is usually 
a considerable amount of uncertainty associated with the task. 

Hie effort associated with the development of a proposal document will be 
referred to as a proposal development project in this module. The management 
of a proposal development project is similar to the management of any project 
and, consequently, follows the same four phases of the project management 
ERIC " 35 



process— project planning, project preparation, project operation, and project 
termination. To distinquish between proposal efforts and other project, efforts, 
this instructional package .will refer to the four phases as proposal planning, 
proposal preparation, proposal operations, and proposal termination. Figures 
1.2 and 1.3 may help to clarify the relationship between project management 
and proposal development as presented in this module. 

planning the overall proposal development effort involves such activities 
as establishing commmications with the funding agency, reviewing the Rfequest 
for Proposal and the outputs from the school district planning process, speci- 
fying the work or tasks to be done in order to create the proposal document, 
and making time and resource estimates for the accomplishment of tasks. 

The preparation phase involves identifying individuals to work on the 
proposal, obtaining release time for the proposal development team, acquiring 
any necessary facilities and materials, and arranging for the initial meeting 
of the proposal development team. 

The operations phase of the proposal development process is, the phase 
during which the actual proposal document is created. This phase involves 
developing a detailed plan for the project being proposed, conducting and 
presenting a technical analysis that supports the approach specified by the 
project plan, and documenting the school district's need for the project and 
its capability for implementing it. 

The termination phase involves submitting, amending and negotiating the • 
proposal document; writing a brief history of the proposal development effort; 
and releasing personnel from their responsibilities. 

The development of a proposal is a project and, consequently, involves the 
application cf the skills, techniques and procedures of the project management 
process. 
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THB PHASES OP THE 
PROJECT MANAGMNT 
PROCESS 



THE PHASES OP THE 
PROPOSAL CEVELOPMEOT 
PROCESS 



Project 
Planning 



PHASE I 



Project 
Preparation 



PHASE II 



Project 
Operations 



PHASE III 



I Proposal 
1 Planning 
I =- 



1 

l 
I 

-J 



r 7 — i 

I Proposal i 
I Preparation I 

U 1 



■ 1 

Proposal [ 
Operations 



Proj ect 
Termination 



PHASE IV 



I 1 

I Proposal 

i Termination 

i i 



Figure 1.2- - The Relationship of the Proposal Deve lopment Process and 
Project Management Process general Relationship), 
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Project Management — 

Ph*4*£ ar.4 General Activities 



X. Plannin g tha pro j act 

a. Specify project goal or end-product 

b. Specify, tasks to be accomplished 

c. Put tasks in order and time schedule 
4. Determine manpower, cost, and resource 

" needs 
e. Prepare a budget 

Write a plan for th* project 



II. Preparing to operate the project 

a. Obtain and organize personnel 

b. Obtain equipment and facilities ¥ 

c. Set up an information system 



III. Operating the project 

a. Monitor status of the project 

b. Identifying and analyzing problems 

c. Taking corrective actioris 



IV. Terminating the project 

a. Reporting about the project results 

b. Transferring records, personnel, and 
equipment 

c. Ending the project or integrating it 
into the on-going program 



II. 



III. 



Proposal Development — 

Phases and Specific Activities 



I. Planning the proposal development 

a* Define the proposal as an end-product 
b. Specify tasks in producing proposal . 
* c. Put tasks in order and time schedule 

d. Specify persons, resources, end cost 
of proposal development 

e. Write budget far proposal development 
t . Write plan for developing proposal 



IV. 



Preparing to develop the prpposal 

a* Obtain proposal development personnel 

b. Arrange for equipment and fecilities 

c. Set up initial meeting and information 
system 

Operating the proposal development 

a. Define propoaed project objectives 

b. Select approach for achieving objectives 

c. Produce management, cost, and technical 
sections of proposal 

d. Prepare the detailed proposal document 

Terminating* the proposal development 

a. Submit, amend, and negotiate the proposal 

b. Write a brief history of the proposal 
development effort 

c. Release personnel 

d. Sort and select records for retention 



Jfedule 3 Proposal Development — 

Lessons about specific activities 



2 Proposal Pluming 



3 Proposal Preparation 



v4 



4 Proposed Project Goal Definition 

5 Proposed Project Approach 

6 Proposed Project Support Activities 

7 Developing the Detailed Proposal 

8 Preparing the Final Proposal Document 



9 Proposal Termination 



Figure 1.3 - The 



The Relationship of the Proposal Development Process and the. Project Management Process 
( Specific Relationships ) 
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Proposed Project Dwlementatiom 

Once a proposal is sutadtted, approved, and funded, the project that was 
described in it can be started. This/project represents the i*>lc-mtation 
of the plan detailed in the proposal doc-ant (with .edifications) and serves 
as one of the means by which the desired a* identified in the school district 
planning process can be reached. The skills, techniques and procedures of 
project uunagoiant sun utilized in this effort. 

Mien the project ends, as all projects mist, a decision oust be made 
regarding whether the project will be phased-out or institutionalized in the 
form of an ongoing program. The phasing out of a project refers to the 
smooth termination of all project activities. With large projects it can be 
a somewhat complicated undertaking. The institutionalization or transition 
of the results of a project into an ongoing school program can often represent 
a rather complex project efforO*ain involving the application of the pro- 
ject management process. Regardless of how a project ends, information re- 
garding its funding, operations, and termination should be fed back into the 
school planning and needs assessment activities of the school district. This 
permits school planning decisions to be based upon the most current information 
regarding student performance and school program operations. 

Sunmary 

School district planning, proposal development and project management are 
three interrelated processes which can be viewed as occur ing in a periodic 
cycle throughout the school year or annually. This is represented in Figure 1.3. 
For simplicity, these processes are presented in consecutive order. Howevei , 
all three are often conducted simultaneously. 
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School Districrt 
Planning* 

— X — 



H 



Generation of 
Ideas for Projects 



Management of 
Funded Projects 



U 



Proposal 
Development 
Projects 



Transition or 
Termination of 
Funded Projects 



Information for Planning 



* School District Planning is an ongoing cyclical process . .^^^^Sf^oc^s 
funding, operations and termination of projects is periodically fed into the process. 



Figure 1.4— The School District Planning, Prop osal Development and 

Project Management Cycle 



Note in Figure 1.4 that one of the outputs of the school district 
planning process ere ideas for possible future projects. For each of 
these ideas, a proposal development effort can be undertaken. This 
proposal "development effort is a project itself. The termination of 
proposal development results in the submission of a proposal docunent 
which represents the plan for a proposed project. If the proposal is 
approved, the proposed project Is likely to be funded by a local, state, 
or federal agency, foundations or other funding agencies, and the 
project begins. This project eventually reaches an end which usually 
results in the orderly phaseout of project operations or the transition 
of the project into an ongoing part of the school program. Information 
regarding the funding, operation, and termination of the project should 
be fed back into the school planning needs assessment activities . 
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Bxercise A 



Read and anMVi the. qu*Atit>t* bfaii. When computed twui the. page.. 

1 Although school district planning is a continuous and coaplw process, 
tifthalic stens of the planning process can be seen as proceeding w 
*!ogic£ fasMon! Uji S Steps of the planning process are pre. 
tentld below out of sequence. Indicate the proper sequence by 

a 1 before thTSSt step, 2 before the second step, and so on. 

T he recognition of priority needs 

The cost-effective analysis of all alternatives 



The development of goals and objectives 
The search for funding sources 
_The analysis of data 
The search for feasible alternatives 



T he collection of goal -related data 
The selection of alternatives 

? ThP four Dhases of the project management process can be applied to 
2 * ^oposaldSAt. Listed below'are a number of proposal develop- 
ment activities and the four phases of a project, ^ch ^e activi 
ties with the appropriate project phase by placing the number pre 
cedL^the pLe in which the activity occurs in the space beside the 

activity. 



Activities 
_Negot iate proposal 
"Develop detailed plan for project 

Acquire necessary resources 

Plan for initial team meeting 
_ Conduct technical analysis 

Determine cost and manpower needs for 
"proposal development 

Submit proposal development plan 

Establish communications with 
"the funding agency 



Phases 



1. Planning Phase 

2. Preparation or start-up 
Phase 

3. Operational Control Phase 

4. Termination or Transition 
Phase 



■:>.Mr..\y-- 
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3. Most school districts are involved in a set of continous activities 
which can be divided into school district planning, proposal de- 
velopment, and project management. Presented below are various 
activities associated with one or the other of these three tasks . 
Identify to which process each activity belongs using the following 
classification: 

A. School district planning 

B. Proposal development 

C. Project management » 

Prepare responsibility guide 

Write goals and objectives for a project 

Implement the project 

P repare the budget 

Search for funding sources 



Develop the audit plan 
Hire the project personnel 



^Identify priority needs 

JSupervise the preparation of the final report to the funding agency 
Do cost-effectiveness analysis of alternatives 



Develop goals and objectives for the district 



Submit the proposal document 



ERIC 
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Exercise A- -Solution 



The. cowiect an&mu to the. ptoutfice extfueJUe ate given below. Check you/i 
voonk and then tuJtn the. page. . 

I,, i I, .I. ' — i — ■ — .I i ' 1 " 

1. Although school district planning is a continuous and complex process, 
the basic steps of the planning process can be seen as proceeding in 
a logical fashion. Eight basic steps of the planning process are 
presented below, out of sequence. Indicate the proper sequence by- 
placing a 1^ before the first step, 2_ before the second step, and so on. 
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4 The recognition of priority needs 



6 The cost-effective analysis of all alternatives 



1 The development of goals and objectives 



8 The search for funding sources 

3 The analysis of data 



5 The search for feasible alternatives 



2 The collection of goal -related data 



7 The selection of alternatives 



2. The four phases of the project management process can be applied to 
proposal development. Listed below are a number of proposal develop- 
ment activities and the four phases of a project. Match the appro- 
priate project phase with the activity by placing the number pre- 
ceding the phase in which the activity occurs in the space beside the 
activity. 



Activities 
Negot iate proposal 



3 Develop detailed plan 



2 Acquire necessary resources 



2 Plan for initial team meeting 



3 C onduct technical analysis 



1 Determine cost and manpower needs for 



proposal development 
4 Submit proposal document 



1 Establishing communications with 
the funding agency 



Phases 



1. Planning Phase 

2. Preparation or start-up 
Phase 

3. Operational Control Phase 

4. Termination or Transition 
Phase 



is 
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3. Most school districts are involved in a set of continous activities 
which can be divided into school district planning, proposal en- 
velopment, and project management. Presented below are various 
activities associated with one or the other of these three tasks. 
Identify to which process each activity belongs using the following 
classification: 

A. School district planning 

B. Proposal development 

C. Project management 

C P repare responsibility guide 

g W rite goals and objectives for the project 

C I mplement the project 

8 P repare the budget 

A S earch .for funding sources 

8 D evelop the audit plan 

C H ire the project personnel 

A I dentify priority needs 

C S upervise the preparation of the final report to the funding agency 

A D o cost -effectiveness analysis of alternatives 

A D evelop goals and objectives 

8 Submit the proposal document 
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Directions and Choices Following the Practice Exercises 



Bated upon the 6el&-evatuation oi youn. peA^omance on the. 
exeAcXae^ you. have, eithen. 

A. ^acceptably AatUiied the objective, oi aMuuxg the concept 
0 i the prtopo&al development ptoce&a and deAcJUbuig 4X6 
relationship to School dUtUct planning and pnaject manage- 
ment, arc should now) turn to the poU-txMt iound on page lb 

Re&enence* ioh additional reading axe tUted on page 16 o{ 
the Module Manual, 

8. not tatti fried the objective, and should fiead the section 
in the lesson Text that deal* viith the topic o& the 
Exercise Queston vokick you did not solve satUiactoxiZy 
" and then rework that portion o< the Exercise. 
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Ptet-Test 



ViKtction*t Please, take. time, to anitwi (uvu^ulty the. multiple, choice, and 
tKue/iaUe oueMionA given below. Ton the. mUtipte. choice, questions you 
am to oJUusJU one coMect ok but an&wtA (A,B,C ok V) and {ok the. tfuu. 
and {aJUt you one. to indicate, the. coKKtct Kupome. with the tettex T ok F. 



1. In which phase of the project management process are personnel organized to 
achieve tasks? 

A. Planning 

B. Preparation 

C. Operation 

D. Termination 

2. When is the search for funding agencies usually undertaken in the school 
district planning process? 

A. Prior to the development of a list of school district priority needs. 

B. After program alternatives have been evaluated for cost-effectiveness . 

C. After the list of school district priorities has been developed. 

3. What phase of the proposal development process normally includes the actual 
writing of the proposal? 

A. Planning 

B. Preparation 

C. Operation 

D. Termination 

4. When is a priority list of needs usually generated in the school district 
planning process? 

A. After funding sources have been identified. 

B. Immediately prior to the identification of funding sources. 

C. Usually after needs assessment dats Mve been collected relative 
to school district goals. 

D. School district planning is a continuous process and therefore a list 
of priorities can be identified at any stage of the school district 
planning process. 
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5. What statements would most accurately describe a project? 

A. A project is a conplex goal-oriented activity lAich has a finite 
life span, a cost limit and uncertainty about the accc^lisnment 
of its goal. 

B. A project is a plan to achieve a goal. 

C. A project is an activity scheduled to reach a goal a* a specific 
tine. 

D. A project is an activity that does not have specified start and 
completion dates but does have a goal and a ^budget. 

6. In which phase of the project management process does budget preparation 
occur? 

A. Planning 

B. Preparation 

C. Operation 

D. Termination 

7. What phase of the project management process usually involves the 
acquisition of work facilities? 

A. Planning 

B. Preparation 

C. Operation 

D. Termination 1 



Indiuute. wheXheA the. ttatmuvU tUted beJLow a/te txue. oft ialbz by uifuting a 
T on. f on the. JUne.. 



8. The decision of a school district to operate a project is one possible 

output of school district planning. 

9. The management of a proposal development effort is similar to the 

management of any project. 

10. While the specific format of a proposal may vary among funding agencies, 
most proposal documents include a Technical Plan, a Management Plan, 

and a Cost Plan. 



Turn tkz page, and check youJi (UtiweAi 
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. Directions and Choices Following Lesson Post-Test 



Vinections The conAect ansuxAS to Lesson 1 Post-Test atue lilted dom 
the, light maKgin, Check youK conxect Kesponset, . 



Directions: l£ you ansioened eight on. iemJi 
question* eoviectly, you have not acceptably 
demonstrated knowledge 'o( proposal develop- 
ment and it* KetoJUbonship to school planning . 
and project management, Vou should select one 
oi the iotlouiing couues oi action, 

J. Read the lesson text beginning on 
page 9, 

2. Rejtionk the lesson post- test. 



Directions : li you answered nine or more ques- 
tion* correctly t you have acceptably demonstAa- 
ted knowledge o\ proposal development and aX* 
relationship to school planning and project 
management, Reierences ion. additional readuig 
axe suited on page U oi the Module Manual, 



Termination Instructions 



Multiple Choice 

1. A (B) C D 

2. A (B) C 

3. A B (q) D 

4. A B <C) D 

5. (A) B CD 

6. (A) B CD 

7. A (B) C D 

True/False 

8. T 

9. . T 

10. T 

Number Correct = 



This lesson on Proposal Development and Its ZelationsUp to School 
Vistxict Planning-' and Project Management is now completed, 

lesson 1 entitled "Proposal Planning" is the next lesson in the sequence 
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Introduction to Lesson 



"this lesson contains the following items. ( Make sure that each item is 
present before starting to work through the lesson. 



Booklet containing the following items . 

Introduction to lesson 

Overview and objectives 

Pretest 

Lesson abstract and content outline. . 

Lesson text. 

Practice exercise • • 

Post- test. 



Page 




LESSON LOCATION CHART 



\ 




Planning Phew 



LESSON 1 

Proposal Development, 
School Planning, & 
Project Management 




LESSON 2 

Proposal 
Planning 
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Overview and Objectives 

« 

OVERVIEW 

In the preceding lesson the reader was oriented to proposal development 
through the concept of the project management process and the definition of 
certain key terms. 

. This lesson applies the planning phase of the project management process 
to proposal development. The text details essential steps and concepts neces- 
sary to produce a S-10 page plan for the development of the proposal document. 

In the next lesson the second phase of the project management process, 
preparation, is applied to proposal development. It describes activities to 
be carried out in preparing for* the actual production of the proposal document. 

OBJECTIVES 

The student, in completing this lesson, should be able to develop a 
plan for a proposal development project. The specific objectives of the 
lesson are as follows: 

1. For a proposal development project the student should be able to 

do the following: 

a. create a work breakdown structure 

b. create a work flow diagram 

c. estimate task completion times and the time for completion 
of the entire project 

d. estimate and schedule resources 

e. estimate costs and prepare a budget 

2. The student should be able to state why it is ijnportant to 
have proposal development plan formally approved. 
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Pretest 



MiuMoM>i VleaAi take, time, to anAtoe* caKziulty the, mutUple. choict and 
tKuz/taUe. qwuUon* given below. foK the. tmJUipU choice. outAtoxm* you. 
ojul to cOicJLe. one. cokkzU ok but clmuxa (A,B,C, ok V), and io.Kthe. trwx. 
and iaJUe. you akJ to indicate, the. cokkccX /tfedpoiue mXh thz UtWi ToKt. 



1. What is the chief product of the proposal definition; activity? 

A. Detailed project schedule 

B. Work breakdown structure 

C. Project work flow 

D. Evaluation plan 

2. Who is probably the most significant person in determining the success 
or failure of a project? 

A. Project Manager 

B. Project Evaluator 

C. ' Project Finance Officer 

D. Project Auditor 

3. What general relationship exists between scheduling and work flow? 

A. Scheduling provides the constraints necessary for work flow development. 

B. The development of a project work flow and schedule occur sinultaneously 

C. Work flow provides the framework for scheduling. 

D. Scheduling is a more conplex activity than the specification of project 
work flow. «• 

4. What part of the proposal planning phase is concerned with determining the 
type and number of personnel required to complete the project effort? 

A. Proposal definition 

B. Scheduling 

C. Budget considerations 

D. Resource estimation 
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IndLcat*. wkeXhvi the. ttatemuvU luted below ate tKue. ok iaUe. by uvUting a 
T ok F on the. £6ie. 



5. T he costs of the proposal development effort should not be summarized in a 
typical line item budget because the line item budget has an input 

orientation. 

6 . A n essential part of the Project Cost Plan is the identification of 
resource needs for the project. 

■ t v 

7. Informal communication between the proposal director and the funding 

agency should be kept to a minimum because the funding agency provides 
all necessary guidelines in the Request for Proposal document. 

8. A proposal director should be selected as soon as possible after the 

decision has been made to develop a proposal. 

9. After securing approval for the proposal development plan, the project 
moves into the proposal preparation phase. 

10. Resource estimation can be facilitated by using the lists of tasks in the 
work breakddwn structure for proposal development. 



Tuaw the. page and check youK 



5* 
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Directions following Lesson Pretest 



ViAtcUon*: The conA&tf omukm to Luton 2 PuteAt ant ItiUd dom the Ki&ht 
maxgin. Check you* coKKect MAponAeA. 



Vinectiontt I£ you ansvoened tight on l<wvi quthttonh 
coHAectty, you have not acceptably demtotMted 
knowledge o& pnopohal planning and should lead the 
lt66on aUtnact and content outline on paged 7 
and S. Tktn begin tnt content pfut&tntatton by 
tunning to tht luton text on pagt 9. 



VintctionM li you an&voened nint ok mont quthtwnt 
conAtcUy, you havt acceptably demon&tMted knou)- 
Itdgt oi ptLopo&al planning and should Ktad tht 
lehton abhVvact and content outtint on pagt 7. 
Tktn, i{ you dthifie to hkJLp tht content pKUenta.- 
tion, you may do 60 by pKocetding dUtctly to the 
pJiactice exeJicUe on page 22. II you de&iit to 
Ktad the content px.e6tntation, twin to the le&&on 
text on page 9. 



Multiple Choice 

1. A (B) C D 

2. (A) B CD 

3. A B (C) D 

4. A. B C (D) 

True/False 

5. F 

6. F 

7 - F 

8. T 

9. T 

10. T 

Number Correct* 
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Lesson Abstract and Content Outline 

ABSTRACT 

Proposal planning is the first phase in the proposal development process. 
The proposal director is responsible for completing the proposal planning 
activities. These activities include developing a work breakdown structure, 
creating a work flow diagram, working task tame estimates and a schedule, 
estimating and scheduling resources, and preparijxgji budget for the proposal 
development effort. The end product of this phase is a 5 to 10 page approved, 
written plan for developing the proposal document. 

CONTENT OUTLINE / 

A. The proposal director is responsible for creating a S-10 page writtrar 
plan for the development of the proposal document. The plan should/ 
include: , 

1. A definition of the project, 

2. Work breakdown structure, 

3. Work flow with time estimates, 

4. Est ima te of resources needed for the proposal development 
effort or project. 

B. A proposal director .must be selected to manage the development of the 
proposal document. 

1. Studies have shown the director to be the most critical element 
in the success of any project effort. 

2 Ideally, the proposal director should be chosen to manage the 
proposed project once it is funded due to his knowledge of and 
commitment to the project. 

C. A proposal definition is prepared containing information on vital 
questions : 

1. Project purpose, 

2. Go«ls and objectives, 
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3. Limitation end constraints, 

4. Size and complexity, 

5. Staff and resources. 

Important sources of such information include: funding agency per- 
sonnel, the "Request for a Proposal", unofficial queries , local . 
school district planning offices and files. 

The work breakdown structure specifies the major tasks necessary in 
a particular proposal development effort. 

r 

A work flow diagram places the items in the work breakdown structure 
in relation to each other. 

1. Time estimates should be made for the completion of each task 
listed. 

2. Calendar dates can now be applied. 

Resource estimation specifies the types and amounts of resources 
needed, including consultants, typists, consumable materials and 
supplies. Classifying resources into categories (personnel, 
equipment, materials, services, and travel), is helpful. 

A budget determines the dollar amount necessary for the needed re- 
sources, summarized in a line item budget. 

The proposal director should secure formal approval of the proposal 
development plan before moving into the proposal jpreparation phase . 
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Lesson Text 

Introduction 

As discussed in the previous lesson, the proposal development process 
consists of four phases , called proposal planning, proposal preparation, 
pr oposal operations , and proposal termination. This lesson is concerned with 
the first of these phases --the proposal planning phase. 

Planning the development of a proposal involves such activities as 
rpecifying the tasks to be done, estimating the needed resources, determining 
the schedule for completion of the various tasks, and estimating the. dollar 
costs involved in the effortv^The output or end product of the proposal 
planning phase is a brief written plan of about 5-10 pages designed to guide^ 
the development of the proposal. It will describe the tasks to be done and v 
specify the order in which they will be accomplished, the people who will per- 
form them, and the resources that are needed. 

The Proposal Director 

Once the decision has been made to develop a proposal docunent,. someone 
must be selected to manage the effort. The title of this person who is given 
responsibility for development of the proposal varies. Often he may carry 
the title of Director (or Coordinator) of Projects, Assistant Superintendent 
for Instruction, Curriculum Supervisor, or Director (or Assistant Superinten- 
dent) for Federal (and/or Special) Projects. This person, designated as the 
manager or director of the proposal development project, will be referred to 
as the proposal director in this module. 
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The selection of the proposal director should be made, at the time (or 

r 

soon after) the decision to develop a proposal is made. It is' the proposal 
director who initiates the proposal development project by performing the 
proposal development planning activities.- That is, planning for proposal 
development is typically a one-man process carried out by the proposal ^ 

director. - - 

Care should be taken in the selection of the proposal director. ? 
studies bwe indicated that probably the most important factor in determining 
the success or failure of a project is the performance of the project director. 
Also, there are indications that the extent of the proposal development activ- 
ity in a school district is dependent Upon the aggressiveness, or lack of it, 
of one individual --the person given overall responsibility for the development 
of proposals. Thus, the proposal director is the most critical element in 
the proposal development process. - vV 

In addition to managing the proposal development project, the proposal 
director should ideally also manage the proposed project after it is approved 
and funded. A school district benefits considerably by selecting the pro- 
posal director to manage the proposed project, since he will almost certainly 
be highly comnrtted to the project and" be more familiar with it than anyone 
else in the district. 



Proposal Definition 

In order to prepare a proposal definition, it is necessary to acquire 
some general information about the nature of the proposed project, including 
any procedural or budgetary limitations or constraints that may be placed 
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upon the project. Bet. «st be gathered to answer questions such as : "Nhat 
is the proposed project going to do? What school goals or objectives is it 
aim* at? What general limitations or constraints are to be placed upon the 
prpject? How large and complex will the project be? Will it require a large 

staff and many resources?" 

Information mast also be gathered regarding constraints on the proposal 
development effort itself. Questions that nu*t be answered are: "Who are . 
the likely funding sources to which the proposal will be submitted? What 
guidelines or specifications for the preparation, format and submission of the 
' proposal do these funding sources have? How nuch time is available for the 

development of the proposal?" 

It is the responsibility of the proposal director to identify sources 

of information regarding constraints upon both the proposed project and the 

proposal and to gather the needed information. 

Sources of infection can be many and varied. The proposal director 

m want to talk with people at the funding agency. If the proposal is done 

at the request of an outside agency, such as the U.S. Office of Education, 
the Request for a Proposal (RFP) may place specific requirements or guide- 
lines upon the project and the proposal. Not all of these guidelines will 

'be expressed formally. Sane will have to be obtained through informal, un- 
official conummication with the funding agency. For example, a limit will 
be .expressed on the amount of money a proposal my request. Small project 
grants may often have -an outside limitation of, say, $1 0,000. In other cases 
„o fusing limitation m y be expressed and the proposal developer will- have 
to use experience, judgment, and informal cowmmicaticn to find out that he 
can get funding of $20,000 for a given project, but not $30,000. . 



The local school system is an important source of information. If the 
school system has an office that deals specifically with the management of 
projects, that office can probably provide a wide range of information. 
Even without such an office, chances are that the school system maintains 
a file of proposals that can be used for reference. Local school personnel, 
particularly those who will be involved in the work of the project, should 
be contacted. Teachers in the area of concern addressed by the project can 
provide information which will help to specify the nature of the project. 
Also, valuable information can often be obtained from the school district 
planning office or the assistant superintendent of instruction. After you 
have obtained the information necessary to answer such questions as those 
stated above, you are ready to define the proposal to be developed. 

Proposal definition is a process of specifying the missions (major 
task groupings) which will, be undertaken to produce a proposal document, and 
the tasks necessary to accomplish the missions. The end product of the defin- 
ition phase is referred to as the work breakdown structure QVBS) . 

The proposal director should develop the work breakdown structure to 
meet the unique conditions -of the particular proposal development effort. 
There arc, however, many 'missions , tasks, and subtasks that are conmon to 
most proposal levelopment projects. These missions and tasks are- presented 
in Figure 2.1 in the form of a sample work breakdown structure for proposal 
development . 

— / 

if you feel you need some review of how to do a work breakdown structure, 
work flow and time estimation, resource estimation and budgeting, you might 
want to refer to Lesson 2-6 on these topics contained in Module 2 of the 
HPMIS series, Basic Principle and Techniau^of n ->*oiect Management. 
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Figure 2.1- -Sample Work Breakdown Structure for Proposal Development 



1.00 Develop Techni- 
cal Plan 

• 


1.10 Spec Goal and 
Objc res 




1.20 Sp~ Uy Project 
Ap^oach 


1.41 uatner information 


1.22 Analyze Information 


1.23 Synthesize Infofmatidft 


1.24 Select Best Apprqach 


1.30 Plan Project 

Support Activities 


1.31 Develop Evaluation Plan 


1.32 Initiate Audit Activities 


1,33 Develop Dissemination P16n 


1.34 Plan Canmunity Involvement 


2.00 Develop Manage- 
ment Plan 


2.10 Develop Project Work Breakdown Structure 


2.20 Develop Detailed Work Flow 


2.30 Develop Detailed Schedule 


2.40 Specify Resources * 


3.00 Develop Cost 
Plan 


3.10 Estimate Cost 


3.20 Prepare Budget Documents 


4.00 Prepare Final 
Document 


4.10 Prepare Abstract 


4.20 Prepare Assurances Section 


4.30 Prepare Target Population Section 


4.40 Prepare Community/School/Personnel Descriptions 


4.50 Edit and Fonnat Document 


4.60 Arrange Final Reviews, Clearance and Approvals 


S.00 Teiminate Pro* 
posal Develop- 
ment 


S.10 Submit Proposal Document 


5.20 Negotiate Proposal and Contractual Arrangements 


5.30 Write History and Store Records 




i • 
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The missions of a typical proposal effort are the development of the 
Technical Plan, Management Tlan, and Cost* Plan; preparation of the final 
Document; and the^ Termination of the proposal development effort. 

The development of the Technical Plan is primarily concerned with 
specifying the proposed project goal and objectives; gathering, ^analyzing 
and synthesizing information in order to specify the "best" approach for 
achieving the project objectives; and planning such project support activi- 
ties as evaluation, auditing, dissemination, and community involvement. 

The development ot the Managemtnt Plan involves developing the work 
breakdown structure,' detailed work flow, and time schedule, and specifying 
resource needs for the proposed project. j 

The development of the Cost Plan involves estimating the dollar cost 
of the needed project resources and summarizing the costs in both a typical 
line item budget and in terms of.tjhe cost of each project mission" or major 

i . 

task. : 

i 

Preparation. of the Final Document involves writing a project abstract, 
assurances section, target population section, and community, school, and per- 
sonnel descriptions. This phase also, involves editing and formatting the final 
document ; and arranging for final reviews, clearances, approvals, and signatures. 

The termination of the proposal development project involves submitting 
the proposal document to funding agencies, negotiating the proposal and 
contractual arrangements, writing a brief history of the proposal develop- 
ment effort, and storing important records. 

Specific kinds of proposals may require the performance of proposal 
development tasks or the creation of proposal sections other than those 
described above. Two examples may help to show some of these variations. 

• I 6"/ 
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For a proposal which seeks to develop a product such as an instructional 



to include in his plan a means of writing proposal sections on topics 
such as: 



3. Hie performance criteria or standards which the product will have 
to satisfy, 

4. The target population for which the product is intended, 

5. What special equipment and production techniques might be used. 
Still another proposal might seek to install an already developed cur- 
riculum or other product into a school district. In this case, the proposal 



director will need to consider including sections on: 

1. -A training program whereby teachers and administrators will be 
trained to utilize the new curriculum properly, 

2. A delineation of strategies for installing the curriculum, 

3. The target population for which the curriculum was designed, who 
is included in it, and why it was chosen. 

■ 4 

It is important to note that in the proposal planning phase, the pro- 



posal director is not actually writing all these sections of a proposal or 
doing the tasks needed to complete the final proposal. He is deciding what 
tasks need to be done to complete the proposal, how and when these will be 
done, who will perform them, and what resources will be needed. 

Vvork Flew, Time Estimation and Scheduling 

Having made a work breakdown structure showing all the items that need 



system, curriculum, or set of visual aids, the proposal director may have 



1. Reasons for creating the product, 



2. A det ailed description of the project, 
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to be accomplished, die proposal director can then proceed' to piace them in* 
relationship to each other by creating a work flow diagram. The work flow 
diagram will show which tasks or proposal sections use the results of pre- ¥ 
vious ones and which tasks can be performed simultaneously. An example of 
a possible work flow diagram resulting from the work breakdown structure 
shown in Figure 2.1 is presented in Figure 2.2, 

After making a work' flow diagram of the tasks to be acconplished in 
developing the proposal , time estimates should be made for the completion 
of each task. Individual task times are then summed along all possible paths 
of the work flow diagram. The path with the highest total time is called the 
critical path . The critical path time is the time for the completion of the 
proposal development project. It is possible that this time may be longer 
than the time remaining before the deadline date for submitting the proposal 
document to the funding agency. If this happens, the work flow can often be 
rearranged so that more tasks are done simultaneously, rather than one after 
another, or more people may be assigned to particular tasks along the critical 
path of the work flow in order to shorten their completion time. When the 
work flow and time estimates are finalized, calendar dates can be applied to 
the start and finish of each proposal development task. 

Reso urce Hstimation 

After the work breakdown structure, work flow, time estimates and 
schedule for developing the proposal have been completed, the type and 
amounts of resources needed must be specified. Questions such as those that 
follow must be answered. Will consultants be needed? What expenses are 




TASK NUMBERS AND DESCRIPTIONS 



Task Number Task Description 

110 Specify project goal and objectives 

1,21 Gather information 

122 Analyze information 

1 23 Synthesize information 

1 24 Select best approach 

1 31 Develop evaluation plan 

1.32 Initiate audit activities 

1 33 Develop dissemination plan 

1 34 plan community involvement 
2.10 Develop work breakdown structure 
2.20 Develop detailed work flow 

2 30 Develop detailed schedule 
2.40 Specify resources 



Task Number Task Ptwription 

3 t 10 Estimate cost 

3 20 Prepare budget documents 
4.10 Prepare abstract 

4 20 Prepare assurances sections 

4 30 Prepare target population section 

4 40 Prepare community/school/personnel 

description 

4 50 Edit & format proposal document 
4.60 Arrange final reviews, clearances, 

approvals and signatures 

5 10 Submit proposal document 

5 20 Negotiate proposal and contractual 

arrangements 
5 30 Write history and store records 



i 



* The M or .cfv.ty numb., corr.spond «* ft. «* numb.r, In ft. work bra.koown .tructur. » PM r.n. ,n F, 0 ur. 8.1. 

- 7h tr L.. r.p,...nt. a m....ton. .vent ...... ft. compl.t.on of a m.ior ptae. of work or ft. .cWv.m.nt of a pro|.ct obi.ctlv.,. 
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associated with them? Will a typist have to be hired? What consumable 
materials and supplies are needed? Resource estimation can be facilitated 
by grouping resource items into categories of personnel, equipment, mater- 
ials and supplies, services and travel. 

The estimation of personnel resources may be the most complex decision. 
Not only does the proposal director have to decide what kinds of personnel 
will be needed for the proposal development, but he also has to see if he 
can make arrangements within his organization for work time. Otherwise, he 
will have to hire new people. The length of time each person will be needed 
and whether to hire full-time or part-time help must also be specified. 

Perhaps the easiest way to organize the resource estimation task is 
to use the list of tasks in the work breakdown structure for the proposal 
development. You can go through the items one -by -one and decide what re- 
source categories of personnel, equipment, materials, services, and travel 
will prove helpful in making sure that all the resources required for each 
task have ^een specified. 

It is also important to look at the work flow diagram and determine 
what equipment and materials might be shared by different tasks. Only then 
can an. 'accurate estimate of the amount of resources needed for the overall 
development project be made. 

Budget Considerations 

Once the resources have been determined, the cost or dollar amount 
associated with 'each must be determined. Of course,, some resources may not 
have a cost that is charged to the proposal development effort. Often school 

7? 
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personnel may participate in the proposal development effort as an activity 
performed in addition to their regular job without receiving extra pay. 
Determining the costs associated with different resource items may require 
some checking with other organizations that have already developed similar 
proposals or with the finance director or business manager of the school 
district. 

When all costs have been determined, they should, be summarized in a 
typical line item budget. It is also advantageous for the proposal director 
to develop a "program" or "objective "-referenced budget. Such a budget, 
with cost data summari^d by mission or major task, can be helpful in attempt- 
ing to secure local funds for the proposal effort or in trying to control 
costs during the operation 01 the proposal development project. 



Approval of Proposal Plan 

The development of a proposal document often involves the contribution 
of the time and effort of many persons within the school district. Released 
time may have to be obtained for some staff members. Persons such as con- 
sultants and typists may have to be hired from outside the district. Since 
the proposal development effort involves suclTtime, money, and other resource 
commitments, the proposal director should secure formal approval of the pro- 
posal development plan from the superintendent or other appropriate offices. 
. Once the plan is approved, the proposal development project moves into the 
Proposal Preparation Phase, 



9 
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Summary 

At the finish of the planning phase of the proposal development process, 

?3 ' 



the proposal director has written a 5-10 page plan for developing the pro- 
posal which includes the work breakdown structure, a work flow with time 
estimates , and an estimate of the resources and money needed to prepare the 
proposal. If necessary, the plan can be submitted to appropriate offices 
within the school system for approval. Once this plan is completed and 
approved, the proposal director can proceed to the next phase, that of pre- 
paring for proposal development. 
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Exercise Setting 



VinectioM : On the. fallowing page* is the setting ion. the exencises ion. 
Lesson 2. It intA.oduc.te a school system and sets up a situation whene a 
proposal will be developed. The exencises which ioltow ask you to pen.- 
ionm vanious activities with Kespect to planning the. development oi the 
pnoposal. 

Read the setting and then tuAn to BxencAse A and begin to. monk. 



* 
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General Setting for Exercise A 
The school district of Harrison, a chiefly middle-class suburb of about 
250,000 residents, built a new middle school about three j^ars ago which. was' 
designed to incorporate a number of innovations. Sanders Middle School was 
built on an open-space plan with few interior walls. It houses abojlt 400 * 
students in the sixth, seventh and eighth grades. -The building is fully 
carpeted and air-conditioned. Teachers are organized into, teaching teams 
of four or five members each by general subject areas of math, science, social 
studies , and English. Visiting teachers handle instruction in music, art, 

and foreign language. 

The teams can instruct a large group of about 100 students at a time 
while covering basic information on a topic. The large group can be divided 
into middle-sized groups of about 20-25 students each for further instruction. 
Sometimes students who have special difficulties or who are working on indi- 
vidual projects can be placed in even smaller groups of five to ten students, 
so that they may receive more specialized, individualized help from the teacher. 
In fact, the present trend of all teaching teams in the past three years has 
been toward the more specialized individualized mode of instruction. 

The math team has been especially interested in individualizing instruc- 
tion in its subject area. Some of the reasons for this are: 

1. Instruction in their area has^not been individualized to the extent 
that it has been by other teams. This is' partly because the math 
team had little experience in such teaching and has tended to gravi- 
tate toward more traditional large-group instruction. 

2. There has also been a lack of. materials available for such instruction 
Q in math; teachers have found it difficult to use current texts in an 
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individualized situation. 

3. Student attitude toward math is generally poor. A survey conducted 
by the Evaluation and Research Office indicated that students were 
not interested dn math and liked most other subjects better. 

4. Students at the school were somewhat below average in math achievement 
as tested by the Iowa Test of Basic Skills. While the difference 

was not large, the team (and some parents) felt the students should 
be doing considerably better. 

5. The team was also aware from daily observations that many students 
had individual problems needing attention, but these students were 
not being helped. The wide variation in students 1 needs might be 

• helped by individualized instruction. 

6. Unlike the math team, other teams at Sanders Middle School provided 

t 

much in the way of individual study projects for the brighter stu- 
dents. For example, bright students can do papers for English, 
Social Studies, or Science, but the activity of writing papers in 

«. 

the atea of mathematics is very difficult. Many of the bright student 

\ 

*rho tried to write mathematics papers became bored with the activity. 
To solve this problem, the math team conferred with the school's prin- 
cipal and the school system's math curriculum director, and established a 
study committee to find ways of implementing individualized instruction in 
mathematics. The study committee conducted interviews with principals and 
teachers in other districts who had individualized instruction programs in 
mathematics to gain an understanding of individualized instruction in math- 
ematics and potential problem areas. The committee also examined the kinds 
of materials available from publishers and other developers which could be 



used in the individualized instruction. mode. 

After this investigation, the committee recommended implementing the 
Individually Prescribed Instruction (IPI) program in mathematics developed 
by Research for Better Schools, a regional educational laboratory located 
in Philadelphia. The program includes an extensive set of instructional , 
materials and teacher training manuals. It was the opinion of the committee 
that the IPI program was the best individualized math program available for 
their school. 

Implementing IPI involves purchasing materials, training teachers and . 
aides, hiring additional aides, and other activities which require the ex- 
penditure of funds. Fortunately, the school board is usually willing to make 
available grants of up to $20,000 for pilot projects such as curriculum in- 
novation, if it appears that the project will be of value to other schools 
in the district as well. The mathematics curriculum director has expressed 
a strong interest in expanding individualized math instruction to other 
schools in the district and wishes to inplement the IPI math program in 
Sanders Middle School. In order to obtain money for the effort a proposal 
must be developed for submission to,, and approval by, the board. 

To this end, the math curriculum director , along with the leader of 
the math team from Sanders Middle School, has contacted the Harrison School 
District's Project Management Office (PMO). For the purposes of the exercises 
in the remainder of this module, you are to assune that you are a professional 
in this office and that the director of the PMO has assigned you the responsi- 
bility of providing assistance to a proposal team headed by the math people. 



P 
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Exercise A 



VlnzcXlonhi ton tkU exeAci&t, you oKe to auume the nolz oi a&U&tant to 
the p*opo*al development tarn <u indicated in the, txvptie letting. The 
team haiKequuted yoivx cUd in conUmcting the aofih bKeakdtm itaucttvie 
(WBS) ioK the, pnopoial development eiionl. Aiiume that the tfouft. Level T 
talk* oi the WBS one ah iollom: A. Vevelop Technical Via*, B. vevelop 
toLnaaement Plan, C. Vevelop Colt Plan, P. Ptiepatue Pmopoial foment and 
Tenminate ZMoHt. LUted below arte a number oi Level II itemt uhWiyou 
axe to include undex the appnopfUate Level I taiki by placina the IztteA 
ion the moU appnopniate Level I talk on the ipace pnovuLed btude the 
Level II task. When completed, twin the page. 



Level I Tasks 

A. Develop Technical Plan 

B. Develop Management Plan 

C. Develop Cost Plan 

D. Prepare Proposal Document and Terminate Effort 

Level II Sub -Task 
9. 



1. Develop Project Work Break- 
down Structure 

2. Write Abstract and 
Assurances 

3. Store Proposal Develop- 
ment Records 

4. Specify Project Goals 
and Objectives 

5. Prepare Project 
Budget Document 

6. Edit and Format 
Proposal Document 

7. Select Project 
Approach 

8. Develop Project Work Flow 



15, 



Develop Project Evalua- 
tion Plan 



10. Negotiate Proposal 



11. Develop Project Community 
Involvement Plan 

12. Specify Project Resources 



13. Begin Project Audit 



14. Develop Project Schedule 



Develop Project Dissem- 
ination Plan 
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Exercise A— Solution 



MiacXioY*: The. cutAwe/LA to the ptacXice excACt&e afte given betovii Cftecfe 
you* mnk and twin the page wken jinilhdd, 



Level I Tasks 

A. Develop Technical Plan 

B. Develop Management Plan 

C. Develop Cost Plan 

D. Prepare Proposal Document and Terminate Effort 

Level II Sub -Task 



8 1. Develop Project Work 
Breakdown Structure 



V 2. Write Abstract and 
Assurances 



2 3. Store Propose' Develop- 
ment Recoras 



A 4. Specify Project Goals 
and Objectives 



C 5, 



Prepare Project Budget 
Document 

Edit and Format 
Proposal Document 

A 7. Select Project Approach 



V o. 



8 8. Develop Project Work Flow 



9. 



Develop Project Evalua- 
tion Plan 



V 10. Negotiate Proposal 



A 11. 



Develop Project Coninunity 
Involvement Plan 



B 12. Specify Project Resources 



A 13. Begin Project Audit 



8 14. Develop Project Schedule 



A 15. 



Develop Project Dissem- 
ination Plan 
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Exercise B 



A wonk &1<M diagram which exhibit* along a time. tuie the, tasks listed 
in the Monk breakdown stuuctove has been developed. The critical path 
time, has been computed and it has been lound tha$ the time, to complete the. 
proposal pio feet extendi one week beyond the dzaiiline ion. submitting the 
proposal. Do you think this is a. problem which JtzquOves the attention o{ 
the proposal dbUuicioK? IjJ vou do not, space has: been provided below &oi 
you to state youK nzcusons . 



Reasons for not considering the week time delay a problem: 
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If you would consider the delay a problem, rank the suggested solutions 
listed below in "the order in which you would choose to implement them. For 
purposes of choosing a solution, accept the premise that the time lag was 
analyzed as being caused by unstructured ambiguous tasks. Space has been 
provided for additional solutions. 

1. Wait until the next deadline to submit the proposal. 



2. Assign more people to particular tasks in order to shorten 
their completion time. 

3. Delete some tasks which could possibly be completed after the 
proposal is submitted. 

4. Request an extension of the deadline date from the funding agency. 

_5. Rearrange tin work flow so that more tasks may be done 
simultaneously. 

6 . Reexamine the nature of the ambiguous tasks to see if they could 
be better defined and thus provide better time estimates. 

7. Take no action; accept a risk that the project will end on time. 

8. Arbitrarily cut one day from each task since time estimates are 
probably inflated anyway. 



9 . Other : 
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Exercise B- -Solution 



Whether or not you mold consider the one week time lag a problem 
needing the propo*al director 1 * attention would depend on the total 
amount oi tune allotted ior the proposal development project. In a one- 
montk project, one. week become* cAitical. li, hoover, the propo*al 
development eiiort ha* been aJUocated 61k month* ion. completion, a 
potential one week delay might work itseli out by the deadline, date 
*ince i>ome task* might be iinisked earlier than expected, 

Ike oK.de*. in which you. tanked the po**ible *olution* depend* upon 
t/ie criterion you employed to make your decision*. for example, ii one 
oi your criteria was AUouH.ce avaUability, you could not a**ign more 
people to each task [U] ii only limited personnel ah.e available. It 
might be -impossible to wait until the next deadline date (#J) because 
oi the consequence* oi delaying beginning the project. The iourth 
suggestion., requesting an extension, might be a viable solution as long 
as the funding agency know the proposal is on it* my -and ha* agreed 

to accept it late. 

tiu matter which, decision you make, including taking no action ("7), 
it is imperative to consider the consequences oi your choice. Vour 
action may alleviate the problem ior now, hut damage the prospect* oi a 
successful proposal project because oi tke long range con*equence* oi 
the decision. 
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Lesson 2 --Proposal Planning 
Exercise C--Part 1 



A* duutUoi oi the pnopo&al dzvetopment e.Uo*t, you mU utunate 
tuuowicu nee.de.d to complete, thti e-UoKt, In the. 6pac.<U below, tut 
the.bwad mouAce. cateqoKLe* which mu>t be con&<uieJizd. Then ttvm 
t:i o&je and chick youA anSMeJi. 



1. 
2. 
3. 
4. 

5. 
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Exercise C--Part 1- -Solution 



Aa dJbuLoXoK oi the. pwpo&al dzveZopmznt e^o^tt, youmuAt 
estimate. neAouxcu ntvitd to complete, tkti zUojU. In the 4pae.e& 
. p-xvJyted be£ou, li&t the. bfioad *e6oo*ce cattgoUeA uikLeh mx&t be 

J zcmidzAtd. 



1. PMonnel 

2. Eqo-tpmenl and \-a.(uJUXL<U 

3. WatwiaU and Su.pyU.eA 

4 . SeAvicitt 

5. T\a.veJL 



i 
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Exercise C— Part 2 



A^ume you 'tikvz been given the. a&Aigm&nt otf utuinting the. 
KUOuA-ce* weei&d to complete, the. pfiopoial development tiiott. 
Identity ioK each ccutzgoKy one. ok moKe. indivuiual Item ok 
zlemtnti ne.e.de.d v in oKdeA to accomptUh the. pfwpo&al pKOje.tf. 
fox axamplz, 'UypeWAAeA." might be lUted undex Equipment and 
rcLcilitieA . 



1. Personnel 



4* 



II. Equipment and Facilities 



/ 



111. Materials and Supplies 



iV. 



.Services 



V. Travel 



3 
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Exercise C--Part 2- -Solution 



TheJiz it> no one. coMzct notation to thit exVuuAe.. The. mou/ice* 
Listed Mould depend on each, individual pAojejeA. It 16 impoAtant, 
s.ouivzi, to take. Mo (uontideAation alt item* needed to accomplun 
ioch talk. In doing 60, de.<Ude. vMich oi the. peMonnel ma6t be. hOied 
and ivhich utiJU be a* feed to paAtiUpate. in the. e.UoAt wndeA a Ael&ued 
time, agreement ok in addition to theiA Ae.gulaA duties, EquApnent 
needs should be checked to 4ee ii tkaAing vtith another project i6 
pc66iblt. MatzAialA and AuppJUe* might be. provided by the. school 
dibtAicX. 



1. 



Personnel 



?Aopo&al dinectoA 
Subjejit aJiea hpecAjalUtt 
ivaluation con&uttant 
Technical miXzA 



Equipment and Facilities 



Dictating ma dune 
Calculaton 



III. 



Materials and Supplies 
O^ice. 6uppli&> 
Pt^L^tAman'-i tool* 



LV. 



Sen/ ices 



i 



Vapti.c.atuvji 
Sta.ti6ti.cjii 
ComputQA. 




Travel 
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'I'nxp ioK ( vu)piUa£: diA&ctoA to ^LH-ting a^mcy 
CoM>a££&.nl. VwvqX to pnojtct lite 
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Directions and Choices Following the Practice Exercises 



Baaed upon the till- evaluation o& youA peJihomanie. on the exesicU e4 , 
you nave eitheJi: 

A. acceptably iati^iied the objective oi cheating a pnopotal devel- 
opment plan , ana should txxtoi to the po&t-te&t hound on page 34 

ReheJienceu* lot additional leading one lUted on page, J 6 oi the. 
Module, Manual. 

B. not totaled the. objective., and tkould Ae.ad the lekhon text 
text beginning on page 9 and then Kemohk any exekcUe you did 
not Mve 6atit>hactoilty. 
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Post-Test 



ViwcUo>u> : VleA&z -take turn to an&MA caJiziully the. muhuple. cfuw.ee and 
tKui/taJUl question* given below. Vok the. multiple, choice, qiwtum you 
aJie. to CAAcle. one. cohalU ok but anhiwi (A,B,C, ok V), and ioKthttmz^ 
and iaUe. you aJti to indicate, the. cokkccI KeApotue. uuMi the leXten. ToKt. 



4 

1. Who is probably the nest significant person in determining the success or 
failure of a project? 

A. Project Manager 

B. Project Evaluator 

C. Project. Finance Officer 

D. Project Auditor 

2. What general relationship exists between scheduling and work flow? 

A. Scheduling provides the constraints necessary for work flow development. 

B. The development of a project work flow and schedule occur simultaneously, 

C. Work flow provides the framework for scheduling. 

D. Scheduling is a more complex activity than the specification of project 
work flow. 

3. What part of the proposal planning phase is concerned with determining the 
type and number of personnel required to complete the project effort? 

A. Proposal definition 

B. Scheduling 

C. Budget considerations 

D. Resource estimation 

4. What is the chief product of the proposal definition activity? 

A. Detailed project schedule 

B. Work breakdown structure 

C. Project work flow i 

D. Evaluation plan 
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Indicate. ukatkeA the. ttatunzntt luted batoiM aJit tAat ok iaUt by uniting a 
T ok F on tht JUne.. 



5. Resource estimtion can be facilitated byjisingthe lists of tasks in the 
Work breakdown structure for proposal development. 

6. Informal comnunication between the proposal girector and the funding 
agency should be kept to a minimum because the funding agency provides 

all necessary guidelines in the Request for Proposal document. 



"7 



7 The costs of the proposal development effort should not bel sunmarized in a 
" — "typical line item budget because the line item budget has an input 
orimitation. 

8. After securing approval for the proposal development plan, the project 
' "moves into the proposal preparation phase. 

9. ' An essential part of the Project Cost Plan is the identification of 

resource needs for the project. 

S 

10. A proposal director should be selected as soon as possible after the 
— decision has been made to develop a proposal. 



Tuah the. page, and check youK 



s. 



0 
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Directions and Choices Following Lesson Post-test 



ViKivUoYUti The coKKtet an&uteM to LeA&on 1 Volt-tut anz tuted dom the 
light tnaKgin. Chick youJi cokkioX Ki&ponteA , 



ViAecXiont : li you. an&weAtd eight ok question* 
coAAictly, you have, not acceptably demon&tKated know- 
ledge, oi the. pKopotal planning and should select one 
ok moKe. oi the, iottomng couk&u oi action, 

1. Re\ad the. tenon text beginning on page. 9. 

2. RefooKk the. teuton pott- tut. 



VifiectionAi 'li you an&MJied nine, ok moKe quution* 
cowiectly, you have. acceptably dejnon&tKated knowledge 
oi pKopoAal planning. ReieJiencet* ioK additional 
leading okc tuted on page. 16 oi the. Module. Manual. 



\ 



Ntiltiple Choice 



1. 


(A) 


BCD 


2. 


A 


B (C) D 


3. 


A 


B C (D) 


4. 


A , 


(B) C D 



True/False 



5. 


T 


6. 


F 


7. 


F 


8. 


T 


9. 


F 


10. 


T 



Termination Instructions 



Number Correct= 



Thi6*le4>Aon on proposal planning <U novo completed. Le&6on 3 entitled 
''• Proposal Preparation'' i& tke next letton in the sequence, 



p essora 3 



Proposal Preparation 



C. Peter Cummings 
Desmond L.Cook 



Research for Better Schools, Inc. 
1700 Market Street 
Philadelphia, Pennsylvania 19103 

Educational Program Management Center 
The Ohio State University 

May 1974 



EPMIS 



/ 



Educational 
Project 

Management 

Instructional 

System 

Module 3 

Proposal Development 
Lesson 3 

Proposal Preparation 

Developed by 
C.Peter Cummings 
Desmond L.Cook 

Assisted by 
Rodney J. Ball 



I 

i 
I 
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Introduction to lesson 

TTiis lesson contains the following items. Make sure that each 
item is present before starting to work through the lesson. 

Page *> 

Booklet containing the following items 

Introduction to lesson. ... ."V 3 

Overview and ob j ect ives ^ * 4 

Pretest....... 7 

Lesson abstract and content outline 9 

Lesson text * 17 , 

Practice exercise • • * 25 

Post,*test s 



9 
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LESSON LOCATION CHART 




£ 



Planning Phase 



LESSON 1 

Proposal Development, 
School Planning, & 
Project Management 




Preparation Phase 



LESSON 3 

Proposal 
Preparation 




LESSON 4 

Proposed Project Goal 
Definition 




LESSON 5 

Proposed Project 
Approach 




Operations Phase 



LESSON 6 




LESSON 7 




LESSON 8 


Proposed Project 




Developing the 




Preparing the Final 


Support Activities 




Detailed Proposal 




Proposal Document 



I 
J 
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Termination Phase 



LESSON 9 

Proposal 
Termination 



Module 




improvement 




Form 






95 
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Overview and Objectives 

OVERVIEW 

/ : 

Hie previous lesson dealt with the creation of a brief written plan 
for the development of a proposal document. IMs activity was termed the 
proposal planning phase, the first phase in a proposal development project. 

This lesson deals with the second phase of a proposal development 
project, proposal preparation . The four major areas of activity necessary 
to prepare for the creation and writing of the proposal document are detailed. 

The third phase of a proposal development .project, proposal operations, 
will be detailed in the next five lessons, presenting management techniques 
to facilitate the creation of the three major components of a proposal docu- 
ment. Lesson four introduces these components, and highlights the develop- 
ment of proposed project goals and objectives. 

oiuirrivHs 

\fter completing this lesson the student should be able to create a 
preparation plan for a proposal- development project. The specific objectives 
of '.he lesson are as follows: 

1. The student, should be able to specify the personnel roles needed 
on a proposal development team including the writing of role descriptions. 

2. For a proposal development project, the student should be able to 

do the following: 

a. create an organizational chart and management responsibility 
guide, 

b. outline the basic design of the project information system for 
a proposal, 

c. specify the needed facil. ies, equipment, and materials. 
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Pretest 



Ittteetfrjus Mad tht dUttctioiu and Utm {ot tach pant co*e{u£Cft thtn 
Jaupond Jb/i tht motrie* dlH&flttd. 



Foua etementA oi tht pnopoial p u patotlo* phut ohm. p*utnt*d Mem. 
Beta* thui etemenft ant tUttd {owl itattmutt*. Each Uatmutt *tivu> 
to one oi tht pupikatton phut iIokjUa. Hatch tht UoJttmuU Mth tht 
element to rihieh It HttattA by placing tht UtttA O{tkt UtmuUin tht 
Apact next to tht appnopnlatt statement* 



A. Organizational Chart - 

B. Role Description - 

C. Management Responsibility Guide 

D. Information System 

1. Specifies the experience and qualifications needed by an individual 

staff member. 

2. I dentifies each staff member's relationship 1» each proposal 
'development task. 

3. l b/ specify both supervisory responsibility and information flow. 

4. P rovides data to compare planned project status to actual project 
status. 



"'lit 



■n. 



•a 

* »• 



AtutoeA. tht tfw&llaJUt qvuutiaiu bzlovo by placing a T oi F on tht lint bt^ont 
lack question. 



5. W hen arranging for the contracting and payment of outside consultants 
'the proposal director should coordinate these efforts with the school 
district's business administrator. 

6. With a relatively small and simple proposal effort, a detailed pro- 
posal preparation plan is still necessary. 

7. - A rranging for facilities, equipment, and materials for the proposal 
"~ 'development effort should be completed prior to the proposal 

operation phase. 
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ftAeettdk* * Ate coatee* anaoeaA ;<o le4**n ^jsate&a* jhP* iM 



•to* 



paction* : li^oo a»wwe*ed eQkt o* feiifci Wutyte 
conAzctiiji you have not acceptably o^n>£jfc^ 1 




tne tewow ^t^t and, cdittewt out&ne en paae* 7 
ata* i. Tnen begin the content p/ieAentaapn by 
ttrtiOng to the Uuon text on page 9 . 

II you oMvoeA&d nine, on mote, question* coM&ctty, » 
you have acceptor dewonA<Ci4ted knoutUdgt ol 
pwpotal pAjtpoJuvtion and ihoutd head the teuon 
aUtAAct and context outline on page 7. Tnen H 
you define, to *kip the content pnuentation, you my 
do to by pJtoceedina. diuctly to the ptvxctice 
exeJiU&e on po%t J7. li you do dsAiM. to MM 
the content pMAentation, ttwi to the. l&uon text 
on page 3. 



Matching - 

1; B • "• 




2. C 

at • ' v» 


■ . ■ 


3. A 




4. 0 




5. t 


vffl 


6. F 




7. T 




8. ? 

9. T 




10. T 

* ■ 


•4 
.* - v 


Number Correct- , , 





9,9 
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lesson Abstract and Content Outline 



ABSTRACT 



Proposal preparation is the second phase of the proposal development 
process. As was the case in the planning phase, the Proposal Director is 
basically responsible for performing the tasks involved in proposal pre- 
paration. The four major proposal preparation tasks are: (1) the selec- 
tion and acquisition of personnel for the proposal development team, 

(2) the organization of the team and the assignment of responsibilities, 

(3) the development of an information system and (4) the acquisition of 
facilities, materials, and equipment needed for the effort. The successful 
completion of the preparation tasks will reduce the livelihood of the 
occurrence of many potential problems and increase the probability of 
success for the entire proposal development effort. 

CONTENT OUTLINE 

A. The proposal preparation phase, which follows proposal planning, 
involves four major tasks carried out by the Proposal Director: 

1 . selecting and acquiring personnel ; 

2. organizing the proposal team and assigning task responsibilities; 

3. developing an information system; 

4. acquiring needed equipment, facilities, and materials. 

B. A major task of the proposal director is selecting personnel for 
the proposal development team. 

1. Role definitions are helpful, including duties and responsibilities, 
desired training and experience, and date and extent of projected 
work. 

2. The director may have access to needed personnel from sources 
such as: curriculum or subject-matter specialists, central office 
evaluation staff, and community^ members. 
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3. Some personnel may be siphoned off from school district staff, 
while special arrangements may be made for typists and 
consultants. 

C. The proposal director also organizes the proposal team, and 
specified individual authority ai>2 responsibilities. 

1. A chart should be employed to clearly show organizational 
relationships and information flow among team members, and 
between the team and outside agencies. 

2. A m;inagement responsibility chart should be used to depict 
staff responsibility. 

i). A simple project information system should be instituted to easily 
comnunicate status reports among team members, including staff 
meetings, individual conferences, and internal progress reports. 

E. The acquisition of facilities, equipment, and materials should 
be accomplished according to needs detailed in the proposal plan. 
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Lesson Text 

Introduction 

The previous lesson on the proposal planning phase had as its emphasis 
the creation of an approved, written plan for developing a proposal document. 
The second phase of the proposal development process, proposal preparation, 
is concerned with those activities that must be.performed before the actual 
creation of the proposal document can begin. As with the proposal planning 
phase, the activities of the proposal preparation phase are basically performed 
by one individual—the Proposal Director. 

The proposal preparation tasks which the proposal director must perform 
can be grouped into four broad areas: (a) selecting and acquiring the ser- 
vices of personnel to serve on the proposal development team, (b) organizing 
the team and assigning task responsibilities, (c) developing an information 
system, and (d) acquiring whatever facilities, equipment and materials are 
needed. These tasks are not necessarily performed in the sequence given. 
Depending upon the individual situation, the proposal director may do them 

in almost any order. 

With a large, complex proposal development effort, the proposal director 

should create a plan for conducting the proposal preparation tasks. In most 

cases, however, the effort is small and simple enough that a detailed plan 

may not be necessary. Regardless of size, a preparation plan can help to 

minimize problems later on in the development of the proposal. 
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Proposal Development Team 

A major, and perhaps the most ti»e consuming proposal preparation task, 
is the selection of the proposal development team and the acquisition of 

their services. The proposal director must first determine the skills or 
specialties needed for the particular proposal development effort. He can 
then write brief, but specific, job or role descriptions, including qualifi- 
cations for each specialty. These role descriptions will facilitate the 
selection of the proposal development team by permitting the proposal director 
to match each potential team member with the needed specialties. A typical 
role description would include information such as: duties and responsibili- 
ties, desired training and experience, amount of time required and when 
needed. An example of a role description for a proposal team member is pre- 
sented in Figure 3.1. 

The proposal director must next determine where and how to obtain the 
specified personnel. The' following persons are typical of the type of per- 
sonnel often chosen to serve on a proposal development team. 

.1. Curriculum or subject matter specialists 

2. Central office evaluation staf^ 

3. Director of finance or business manager 

4. Subject matter or evaluation consultants 

5. Community members 

0. Typists and clerical assistants 

Members for a proposal team niay be recruited from within the local school 
district, within the local area, or from outside the local area J -as in the case 
of consultants. School district staff members may be required to devote some 
time in addition to their usual job tasks. In such case, the proposal director wil 
ERIC ° 
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Role Description 



1. Project Title: Individualized Reading VKopobal 



2. 


Project Manager: 


John SmiXh 


3. 


Role Title: 


VlanneA/White 


( Reading Specialist) 


4. 


Schedule and 


September 10, 


7972 - UovembeK 30, 1972 




Time Required: 


. Approximately 


5 kouM pen week 



5. Duties and Responsibilities 

a) AA&i&t In the. specification oi the. proposed project goat and objectives 

b) Assist In the. specification oi the proposed pft.oje.ct approach 

c) Write proposal sections on the. project goal and ob j actives , the, project 
approach [including work breakdown structure and task description) , 
and the. dissemination section 

d) Assi&t In the development of the Cost Plan 

e) Assist in the development oh the. Management Plan 

f) Review all lectio ns of the proposal 

g) Assist in writing the. proposal development hUt.oh.ij 
0. Experience and Qualifications 

a) Giaduate degree in reading instruction 

b) Several years teaching expedience 

c) Supervisory expedience in leading, including improvement in 
uxs tructton programs 

Figure 3.1--Kxample of a Role Description for a Proposal Team Member 
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have to estimate carefully the amount or percent of their time that he will 
be needing. For some school personnel such as teachers, it may be necessary 
to obtain released tine from their classroom duties . Typijig and clerical 
assistance can usually be opined from a project officer or central office 
department. It is possible, however, that a typist may have to be hired for 
a brief time. This might occur toward the end of the proposal development 
project when many pages of the final copy require typing and the date for 
submission of the document is rapidly approaching. In the. case of outside 
consultants, arrangements for their services, including contracts and payment, 
will require the careful attention of the proposal director and the school . 
district Business Manager. 

Organization and Responsibilities 

Another important responsibility of the proposal director is that of 
organizing the proposal team and assigning appropriate responsibilities to 
each member. In organizing the team, the proposal .director should first 
specify the organizational relationships within the team and between the team 
and other personnel within the school system. These relationships should be 
depicted graphically by the use of an organizational chart. The organiza- 
tional chart may be used to indicate both supervisory responsibilities and 
the flow of information. An example of an organization chart for a proposal 
development effort appears in Figure 3.2. 

After the organizational structure lias been specified, the authority and 
respons ibilities of the members should be determined. A management responsi- 
bility chart can be quite helpful to the proposal director in summarizing 
task authority and respons ibility. The chart shows each staff person's 



University 

Reading 
Consultant 



District 
Reading 
Specialist 



Reading 
Teacher 



Assistant 
Superintendant 
for Instruction 






Proposal 
(Elem< 
Curr. 
Supe: 


Director 
sntaiy 
iculum 
rivisor) 



Reading 
Teacher 



Community 
Action 
Council 



District 
Research £ 
Evaluation 

Director 



Research 
Associate 



District 
Business 
Manager 



Evaluator/ 
Statistician 



Typist/Clerk 



Writer/Editor 



Figure 3.2 — Example of a Proposal Development Project Organizational Chart 
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relationship to each proposal task- An example of a management responsibility 
chart is shown in Figure 3.3.* 

Project Information System 

An important concern of the proposal director is to develop an informa- 
tion system tliat both facilitates the comnunications among members of the 
proposal team (which may include staff members from several buildings) , and 
serves to report the actual progress of the effort in comparison with the 
planned status at any given time. The information system designed for pro- 
posal development usually does not need to be sophisticated. A simple, 
flexible system that provides clear conmunication channels to all parties 
concerned is usually all that is needed. Members of the team need to be able 
to comnunicate with, one another easily and to know what should be happening 
in the development effort as well as what is actually happening. 

In order to facilitate communications, the proposal director may schedule 
periodic staff meetings, arrange for individual conferences, and provide for 
the distribution of frequent internal progress reports. In designing the 
format for internal reports, it is important to consider the kind of data 
that is needed to effectively monitor and control the proposal development 
effort. This will give some idea of the type and frequency of reports that 
will be needed from the various members of the proposal team. 



*If you feel you need some review of how to write job descriptions and 
how to make a project organizational chart and management responsibility 
guide, you might want to refer to the lessons on project preparation contained 
in Module 2 of the RPMIS series, Basic Principles and Techniques of Project 
Management . 
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G - Gene ra 1 Re spons ib i 1 i t y 
0-Operating Responsibility 



S - Speci f ic Respons ibility 
Y-To be Consulted 
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Acquisition of Facilities, Equipment and Materials 

Another important task that should be performed prior, to the actual 
proposal development is the acquisition of whatever facilities, equipment 
and materials that may be needed by the proposal team to do their work. The needs 
of the proposal team for facilities, equipment, and materials should have been 
described in the proposal plan. Although this task is generally not too 
time, consuming, advance arrangements need to be made in order to avoid unnec- 
essary delays once the team has been assembled. 

Summary 

The tasks of the proposal preparation phase are: (a) selecting and 
acquiring the services of personnel to serve on the proposal development team, 
(bj organizing the team and assigning task responsibilities, (c) developing 
an information system, and (d) acquiring whatever facilities, equipment and 
materials are needed. Once these tasks have been performed, the proposal 
preparation phase is complete, and the effort moves into the next phase- the 
proposal operations phase. 






PART A, Proposal Development Team— Role Categories 
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PART A: Proposal Development Team— Role Categories 

1. Proposal Director 

2. Math Team Leader 

3. Math Team Members ^ ' 

4. Consultant fbr Individualized Instruction 

5. Evaluation Specialist 

6. Budget Specialist 

7. Typist , 
PART B: Role Description 

Does your job description: y 

1. Identify the role? 

2. Indicate the amount of time the person will spend in the role? 

3. Indicate the duties and responsibility of this role? 

4. Indicate desirable experiences and qualifications for the role? 



m 




mam:' 




ijgy^i^^: v. 

-v. • 



#3 



if..': 

YJ-V.: 



• .'-.■■V s -; ■."'V 4 ■ • ■ 7 :' i ' , VA( 




to *km im&Mi! r **di^ 



•'.>:<«l« 



Superintendent 



, at 



Assistant 
Superintendent 
For Research 
5 Evaluation 



Assistant 
Superintendent 
For Finance 



Assistant 
Superintendent 
For Curriculum 



Assistant 
Superintendent 
For Planning 



Proposal 
Director 
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Exercise B- -Solution 



i 

On the next page U one suggested onganizational chant. 

Youn chant might be slightly diUenent inam this one but it should 
contain esservtlaUy the, home inionmation. One Ukfly place youn 
chant might toe diiiened pum the. suggested one am m. placement 
oi the. Consultant ion. Individualized tnstmctian. 

ton. the. given solution, he ajs ukdeA the. Assistant Supeni^tendent 
ion CuAAiculwn. Vou might have, placed him undeK the pnaposalVi- 
nexiton. in some iashion on the. assumption that he ms a consultant 
hVied spzciUcaJUy to help the. proposal development eUont nathtn. 
than a wnsittant to Assistant SupeAintendent ion Ca^a^n. 
White thU is not mong,U is less Ukely ^ ^myU U ^Oied 
tpeciiicaUy ion. this pnoposat development eiiont than that he. utould 
come intm anothen ojiea mthin the. school system. 

Check also tq[ see to it that you have, included dotted lines ion. 
cortmmications with non-pnaject personnel. 
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Exercise B- -Solution 



Superintendent 
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Assistant 
Superintendent 
Fbr Research 
5 Evaluation 



Assistant 
Superintendent 
For Finance 



Evaluation 
Specialist 



Assistant 
Superintendent 
For Curriculum 



Budget 
Specialist 



1 



Assistant 
Superintendent 
For Planning 



Consultant For 
Individualized 
Instruction 
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Proposal, 
Director 



Typist 



Math Team 
Leader 



Us 



Math Team 
Members 



Leison 3— Proposal , Preparation 
Exercise C 

As soon as the personnel are assembled for the proposal development 
effort and the organizational structure is determined, authority and 
responsibility for each task should be assigned. . One graphic method 
for showing these assignments is the Management Responsibility Guide. 
In the partial form presented below, place an R in the , box to show which, 
team member or off ice would have immediate responsibility, for seeing 
that the task is accomplished', a C in the box of the person should be 
consulted about the task, or an N in the box if the person needs to be 
notified of the progress of completion of the task. 
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PARTIAL MANAGEMENT RESPONSIBILITY GUIDE 





Project 

Management 

Office 


Superinten- 
dent 


Proposal 
Director 


Typist 


1 Evaluation 
1 Consultant 


Math Ten 
Leader 




4.10 

Prepare 

Abstract 
















4.20 
Prepare 
Assurances, 
Section 
















4.30 Prepare 

Target 

Population 














• 


4.40 Prepare 
Cormtmity/ 
School 
Personnel 
















4.50 Edit 
and Format 
Document 












4 




4.60 Arrange 
Final Review 
Clearances 
Approvals 

















CODES: immediate responsibility 
C- -should be consulted 
N- -needs to be notified 



Exercise C— Solution C 
As soon as the personnel are assembled for the proposal dewlqj^ 
mat effort and the organizational structure is determined, authority 
and responsibility for each task should be assigned. One graphic nethpd 
for showing these assignments is the Management I^ponsibility <3uide. 
In the partial form presented below, place ah R in the box to show 
which team member or office would have iBroediate responsibility for 
seeing that the task is accomplished, a C in the box of the person 
should be consulted about the task, or an N in the box if the person 

is 

needs to be notified of the progress of completion of the task. 



PARTIAL MANAGEMENT RESPONSIBILITY GUIDE 



^Personnel 
Task 

Prepare 
Abstract 

4.20 
Prepare 
Assurances 
Section 

4.30 Prepare 
Target 
Population 
Section 

4.40 Prepare 
Cocnunity/ 
School 
Personnel 



4.50 Edit 
and Format 
Document 

4.60 Arrange 
Final Review 
Clearances 
s 



Project 

Management 

Offictf 



Superinten- 
dent 



Proposal 
Director 



N 



N 




Typist 



Evaluation 
Consultant 



c 



N 



Math Team 
Leader 



N 



Math Teas 
HcnDcri 



R 



N 



O0EES: R— immediate responsibility 
C- -should be consulted 
N--neods to be notified 



Directions and Choices FoUowiflg the Practice Exercises 
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&ued upon */te sel^-evaluation of j/ou/t peA£omxnte on the exe/utises, 
you have, eXthex: 

A. acceptably satisfied thz objective. c$ cAeating a phzpanation plan 
£oa a ptvoposal development project, and should now tutin to thz 
post-te/A found on page 25, 



References foi additional heading afte listed onpageU of the. Module Manual, 

8. not satisfied the. objective, and' should A&ad.the section of the* 
lesson text on the proposal development team beginning on page 10 
and then fiemnk any exercise you did not solve, satisfactorily. 
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Post-Test 



ViAections » Head the detection* and item £o\ each paAt caAe£ully t then 
Kespond in the manneA diAzcted. 



fouA, elements o{ the pAoposal pAepoAation phase ate pAesented below. 
Below these elements one tested {oua. statements.' Each statement AtieAs 
to one of the pAepoAation phase elements. Match the statement with the 
element to which it relates by placing the letteJt o£ the element in the 
space next to the appnophiatz statement. 



A. Organizational Chart 

B. Role Description 

C. Management Responsibility Guide 

D. Information System 

1. May specify both supervisory responsibility and information flow. 

2. Provides data to compare planned project status to actual project 

status. 

3. ..Specifies the experience and qualifications needed by an 

individual staff member. 

4. Identifies each staff member's relationship to each proposal 

development task. 



A>t4toe/L the. tMxa/laJUz questions below by placing a T oti ¥ on the line begone 
each question. 

5. In designing internal reports for the proposal development effort, 

the focus is upon the data needs of the proposal director and 
team. 

6. The basic responsibility for completing proposal preparation 

tasks is usually shared by the proposal director and the school 
district's business administrator. 

7. In arranging for teachers to work on the development of a 

proposal, it may be necessary to formally obtain their release 
from classroom duties. 

119 



8. Jftth a relatively small and simple proposal effort, a detailed pro- 
posal preparation plan is still necessary. 

9. W hen arranging for the contracting and payment of outside consultants 
the proposal director should coordinate these efforts with the school 

district's business administrator. 

10. __\ Arranging for facilities,, equipment, and materials for the proposal 

development effort should be completed prior to the proposal operation 

plpsc 



Ttrtn the. page, hid check youK anwuu. 
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Directions and Choices Following Lesson Post-Test 



VlKection* t TheooKKtct answeu to Uuon 3 Voit-Tett aKe lUtzd dam 
the flight maKgin. Check youK Kuponte*. -" 



QiKection&r t{ you amvoeKed tight ok Ziu question* 
cO'Vitctly, you have, not acceptably demon&tKojted 
knowledge o\ pKopoAal preparation and should select one 
ok more o{ the, bottoming emuuu o$ actions 

f. Read -die teuton text beginning on page. 9. • 

2. Rewatfe the leuon po&t-te&t. 



ViAection*: Itf you awAtoefced nine ok moKe question* 
coKKectly, you have acceptably demonstrated knowledge 
oi pKopo&al preparation, Ke{eKeno.eh {ok additional 
Keading axe lUted on page f6 o { the Module Manual, 



Termination Instructions 



Matching 

1. A 

2. D 

3. B 

4. C 
True/False 

5. T 

6. F 

7. T 

8. F ' 

9. T 
10. T 

Number Correct 



Tlnti teuton on proposal preparation It. now completed, Lesson 4 Entitled 
VKoposal Project Goal definition u> the next lesson In the sequence- 
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Introduction to Lesson 

This lesson contains the following items. Make sure that each item 
is present before starting to work through the lesson. 

Page 

Booklet containing the following items. 

Introduction to lesson * 

Overview and objectives £ 

Pretest ^ 

I-esson abstract and content outline ' 

Lesson text 

Practice Exercise 17 

Post- test 21 



ERIC 



LESSON LOCATION CHART 



LESSON 4 

Proposed Project Goal 
Definition 



12.5 




LESSON 5 

Proposed Project 
Approach 




LESSON 6 

Proposed Project 
Support Activities 




LESSON 7 



Developing the 
Detailed Proposal 




LESSON 8 

Preparing the Final 
Proposal Document 



Termination Phase 




1 


1 LESSON 9 I 

Proposal 1 
Termination 1 







Module 




Improvement 




Form 






9 

ERIC 



Overview and Objectives 

OVERVIEW 

The preceding lesson described four major task areas of concern in the 
preparation phase of a proposal development project. These areas were 
selecting and acquiring personnel, organizing the proposal team, developing 
an information system, and acquiring necessary facilities, equipment, and 
materials. 

This lesson introduces a series of lessons focused upon management and 
control of activities in the operations phase of the proposal development- 
project. These activities are concerned with the creation of the Technical 
Plan, Management Plan, and Cost Plan components of the proposal document. The 
present lesson focuses on setting goals and objectives for the proposed 
project, the first step in developing the Technical Plan. 

The next lesson continues the Technical Plan development through 
discovery of possible alternative approaches to realizing the project's goals, 
and the selection of a "satisfactory" approach. 
OBJECTIVES 

The student in completing this lesson should be able to guide a 
proposal development team in creating a goal definition for a proposal project, 
The specific objectives of the lesson are as follows: 

1. Hie student should be able to prepare an agenda for the initial 
meeting of a proposal develq->ment team. 

2. The student should be able to write project goal and obiectives 

statements correctly. 
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Pretest 



ViKectionA: Plexut take. time, to atAtot* caie.{uJUy the. qwutloni below 
{oltowing the, ipeci{ic detection* given. 



The. lUt oti the. flight name* that mjoK Atctbonh oi tvvua pKopofal. t 




-topic* ui6tfe *ne2* appiopAiate. 
the. line, be.{o*e cadi .tojKC 



X. P roposed solution for the A. Technical Plan 

' problem which the project 

is addressing B. Management Plan 

2. M atrix budget C. Cost Plan 

3. Personnel descriptions 

4. Dissemination plan 

5. Organizational plan 



In (hmina up an agenda {ok the. initial melting o{ the p>wpo&al development 
team, you will want to con&iaeA ceJutaU topic* {ok the meeting. C<A.cle. the 
fjtfteJL by the one topic in the Itit below which i& not a likely candidate. 
$ok the agenda o{ the {Oi&t meeting. 



6. A. The proposal development plan 

B. The boundary of the project 

*" C. The goal and objectives of the project 

D. The project work breakdown structure 

E. The reasons for the proposal development 
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mJUU tht comet mavkm to tht quutiont* bttow on tht linu piovidzd. 



7. The third phase of the proposal development process ecphasizes the 
need for the proposal director to exercise the management 
function o f • 

8. Identify two sources of information and/or assistance which will 
help the proposal director to write and refine the project goal 
statements : 

a. • - 

b. - 



CitieJU tht IzXtVi o{ tht choice* btlow vMlch U not one oi tht that tttuUUl 
chaMLCttlUtLcA o£ a wttl-WAttsn objtctlvt. 



9. A. The output 

B. The evaluation method 

C. The conditions of achieving the objective 

D. The subject 



Plact a T [Ifuxt) ok F [faJUt] on tht lint btionz tht (nation bttou). 



10. Expressing each objective of a project as a measurable activity 

makes it possible to determine project effectiveness and to 

schedule and monitor project activities. 
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Lesson 4- -Proposed Project Goal Definition 
Directions Following Lesson Pretest 



Directions i The comet answers to Lesson 4 Pretest are listed dom tve 
right margin. Chtek your contact responses* 



Matching 

1. A 

2. C 

3. B 

4. A 

5. B 

Multiple Choice 

6. A B C (D) B 
CdBpletion 



Directions: 1{ you answered eight or lewer questions 
correctly, you have, not acceptably demonstrated knowl- 
edge oi project goat definition and should lead the. 
lesson abstract and content outline on page* 7 and 
f« Then begin the content presentation by tunning 
to the, lesson text on page. 9. . 



Directions s 1 1 you answered nine on. mom questions 
correctly, you have acceptably demonstrated knowledge 
o{ project goal definition and should read the lesson 
abstract and content outline on page 7. Then i£ 
you desire to skip the content presentation, you may 
do so by proceeding directly to the practice, exercise 
on page 17, Itf you do desire to read the content 
presentation, turn to the lesson text on page 9. " A 




7. control, 
- ^operational 
control, or 
similar words 



8. (Possible correct answers include: (1) local 
research studies and needs assessments , (2) 
needs and goal statements of local, state, and 
federal agencies, (3) reports and guidelines from 
funding agencies, (4) the request for proposal, 
(5) local demographic, economic, and 

social studies). 

Multiple Choice 

9. A (B) C D 
True/False 

10. T 



Number Correct" 



130 
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Lesson 4 -Proposed Project Goal Definition 
Lesson Abstract and Content Outline 

ABSTRACT 

This lesson begins the third phase of the proposal development process . 
This phase emphasizes the management function of controlling or guiding the 
the development process. Attention is given to development of the Technical 
Plan and the supporting sections of the Management Plan* and the Cost Plan. 
Lesson 4 emphasizes the process of setting project goals or objectives, the 
first step in developing the Technical Plan. 

The project goal statement consists of an outline of the goals and sub- 
goals that the project will be designed to achieve. Project objectives should 
specif/ (1) the output to be accomplished, (2) the conditions under which 
the desired output will be achieved, and (3) the personnel responsible for 
achieving the objective. These objectives should be stated so that their 
accomplishment can be measured. They can then be assessed to determine 
project effectiveness, to schedule and monitor project activities, and control 
project expenditures. 
CONTENT OUTLINE 

A. The operations phase of the proposal development process focuses on 
the management function of controlling the proposal development 
effort in order to produce the three major conponents of a proposal 
document: the Technical Plan, Management Plan, and Cost Plan. 

1. The Technical Plan deals with the why_ and how of the proposal, 
including identified needs and concerns, solutions and rationale, 
procedures and evaluations. 

2. The Management Plan represents the when , where and who of the 
project, including work flow, schedules, resources, personnel 
descriptions, etc. 

3. The Cost Plan translates the above data into dollar cost, 
s immarized in a budget. 
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Planning for goal definition begins with a P^f^^^X 
meeting, organized and chaired by the proposal director. The agenda 

should include: 

1. reason for proposal development, as determined by the local needs 
assessment, 

2 Droiect goals and obj ectives , based upon available research 
s^es, g and the project goal description developed during the 
planning phase, 

3. boundary of the project, as determined by funds available, goals, 
and available guidelines. 

A project goal definition should be. written so as to describe in a 
statement what the project should achieve. 

1. Objectives may be further specified in an outline, including sub- 
points and measureable activities. 

2 Obiectives should meet the criteria of (1) specifying J*£put to 
be accomplished; (2) identifying conditions of ^e^nt; 
(31 specifying those responsible for achieving the defined outpu,. 
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Lesson Text 

Introduction 

The previous lessons have been concerned with the planning and prepa- 
ration phases of the proposal development process and with their associated 
management activities . With this lesson the discussion of the third phase 
of the proposal development process, the operations phase, will begin. 

The primary emphasis in the next five lessons will be upon managing the 
development of the actual proposal docunent by the proposal development team. 
Emphasis is given to the need for the proposal director to exercise the 
management function of control . This function focuses upon the process of 
determining the status of the proposal development effort from time to time 
and taking those actions necessary to make sure that the team is moving along 
toward the successful completion of the proposal document. The management 
actions associated with the development of the three general or major 
components of a proposal document are discussed. For convenience, these 
components have been called the Technical Plan, Management Plan, and Cost Plan. 

The Technical Plan deals with the identified need or problem of concern 
and presents the proposed solution and its supporting rationale. Sections on 
procedures, evaluation, dissemination, target audience, and similar elements 
are part of this component. Briefly, this component presents the whv and 
how of the proposal. 

The Management Plan presents work flow, schedules, personnel descriptions, 
number and types of needed resources, organizational charts, and similar 
items which tell when, where , and who will help carry out the project when 
it is funded. 

The Cost Plan is basically a translation of the two previous plans into 

1 33 
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a common denominator of dollars. The cost of project resource needs are 
estimated and summarized in what is commonly known as the budget. These 
three components , when assembled, make up the basic elements of a proposal. 
Different funding agencies often have various labels for the several sections 
or subsections of a proposal. Most of these sections, however, are encompassed 
by the three components noted above. Since the sequence of development of 
the components (or sections) o^ a proposal mi^vt vary from district to district, 
the sequence in which they are presented in this series of lessons is arbitrary. 

This lesson focuses upon the development of the goal and objectives of 
the proposed project. Lesson 5 presents the management activities associated 
with the specification of the pro ect approach and its rationale. Lesson 6 
reviews the elements of an evaluation plan and a dissemination plan, and 
discusses the relationship of auditing to the evaluation plan. Lesson 7 covers 
the development of the Management and Cost Plans for the proposal. Lesson 8 
outlines the management actions necessary to the preparation and processing 
of the final proposal document. 

Let us now turn our attention to the development of the first element 
of the Technical Plan- -the development of the project goal and objectives. 

Pl anning for G oal Definition 

One of the first actions taken by the director of the proposal develop- 
ment team is to call an initial team meeting. A few preparations are needed 
beforehand. In addition to notifying the team about, the place and time of the 
meeting, it is necessary to provide each team member (either before or at the 
meeting) with the agenda or outline to be followed during the meeting. Some 

J- 3 4 



of the items that should appear on this first agenda are: the goal and 
objectives of the project , the boundary of the project , and the p roposal 
development plan . The proposal director should chair the meeting. 

Reason for Proposal Development . --The discussion of the first item on the 
agenda, the reason or rationale for the proposal development effort, points 
to the local needs assessment already completed. An understanding of this 
rationale will provide both a direction for the proposal development effort 
and motivation for the team members. 

* Goal and Objectives of Project . --The most important agenda item is the 

discussion of the statement of the goal and objectives of the project. The 

if 

project goal should be^ based in part upon data concerning the needs of the 
& school district which has previously been collected from sources such as local 
research studies; needs and goal statements of local, state, and federal 
agencies.; and local demographic, economic, and social studies. The project 
goal description that you developed during the proposal development planning 
phase will serve as a first draft. Additional sources that may be helpful 
in refining the goal statement can be found by reviewing various reports or 
guidelines obtained from the federal or state funding agencies and the proposal 
request (RFP) , if you have one. All this information will need to be analyzed 
by you and the other members of the team before a clear, precise project goal 
can be stated. 



Bound ary of the Project .- -Hie boundary of the project is very much tied in 
with the objective? and goals of the project. For example, the proposal 
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di rector may specify in his presentation that the project will be limited 
to Harrington Elementary School, rather than including all the elementary 
schools within the district. Further, the objectives may also indicate that 
only the math teachers will participate. The amount of money available 
will have some impact on the boundary, of course, but a consideration the 
proposal director may want to discuss with his team members is whether the 
project should attack the problem in depth, or across a large area. If 
"Guidelines" were received from the funding agency, they should be. check 
to see if they outline any project boundary. 

Proposal Development Plan . - -A discussion of the proposal development plan will 
provide the team members with an idea of what activities must be done in a 
given amount of time. It will include the preliminary work breakdown structure, 
the workflow, time estimates and schedule. Additionally, it will provide a 
useful tool for discussing communication . flow and reporting procedures within 
the proposal development team. It is at this point that you can assign tasks 
and specify completion dates to the various team members. You might also 
suggest possible approaches for completing the different proposal development 
tasks . 

Developing the Project Goal Definition 

The project goal definition consists of an overall project goal statement 
and two or more project "mission," or major objectives statements. The major 
objectives represent a further specification or refinement of the overall 
goal statement. 

Ihis project goal definition will be revised and specified in much greater 



detail later in the proposal development effort, when the work breakdown 
structure for the proposed project is created. At the time of the initial 
meeting of the proposal development team, only a goal statement and a few 
major objectives are needed to, give direction to the proposal development 
effort. 

The project goal statement should answer the question "What is it that 
the project should achieve? 11 For exanple, the goal statement might read: 
•To establish a diagnostic teaching model for individualized instruction in 
Harrington Elementary School." Once the goal statement is written, it is 
necessary to further specify what activities or performances are necessary 
to achieve the goal. This can be done by organizing the objectives in an 
outline- fashion. For example: 

A. To develop by August 15, 1974 a nropram for a nre-service training 
workshop on the utilization of the diagnostic teaching model for 
individualized instruction. 

B. fo install by September 20, 1974 a program of weeklv individual con- 
ferences between diagnostic teaching specialists on the staff and 
participating teachers. 

Objectives A and B should be broken down further in order to provide meaningful 

and measurable ar.ivities. .These activities ran then be assessed to deterrine 

project effectiveness, to schedule and monitor proiect activities, tn ^c"^ 0 

cost estimates, and to control proiect expenditures. Knmp nhi*ctiv#»«; m;iv 

have to be specified in greater detail than others. 
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It may be helpful to illustrate the hierarchical arrangement of the 
goal statement and objectives in the manner shown in Figure 4.1.* This method 
affords an overview of all project activities. Note that the start and 
completion date should be included for each objective. •» 



Goal Statement 



. . .diagnostic teaching model 





8/1 to 8/ 1 5* 


| 9/1 to 9/20* 


Object i\ 


tC A 




Objective B 


...Teacher training workshop 




...Weekly individual conferences 



*Ntart and completion dates 



Figure 4. 1 
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Wi"Krc~raTcJucal arrangement represents the first two levels of the work 
breakdown structure for the proposed project. The goal statement and ob- 
jectives will be modified and specified in greater detail later in the 
proposal development effort, when the work breakdown structure is created. 
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Regardless of the level of detail, each objective should meet or satisfy 
the following criteria: 

(1) Specify the output or what is to be accomplished. Such output might in- 
clude a report, a decision, a model, etc. 

(2) Specify the conditions of achievement , identifying the conditions under 
which the desired output will be achieved. This might include schedules, 
a budget or cost listing, types of personnel, and similar factors. 

(3) Specify responsibility . The objective should specify those project per- 
sonnel, agencies, or components which will be responsible for achieving 
the defined output. 

Let's check one of the statements of objectives in the previous example to 
see if it meets the criteria. 

"To install by September 20 a program of weekly individual conferences 
between diagnostic teaching specialists on the staff and participating 
teachers . ' ' 



(1) The output : weekly individual conferences program.. 

(2) The conditions of achievement : "by September 20" and "between diagnostic 
teaching specialists on the staff and participating teachers." 

(3) The responsibility : The subject is implied, as it often is. Here the 
subject would be the project team. 

The above criteria are guidelines and should not be slavishly followed. 
It is essential, however, that the proposal director present his team members 
with a methodology to be used in the development of project goal and objective 
statements . 
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Conclusion 

The operations phase of a proposal development project begins with the 
initial meeting of the proposal development team. The proposal director must 
organize the initial meeting which includes making arrangements for a time, 
date, and place, and preparing an agenda. Topics to be covered at the meeting 
include: the rationale or reason for the proposal development effort, the 
specification of the goal and objectives of the proposed project, a considera- 
tion of the boundary of the proposed project, and the proposal development plan. 
'Hie proposal director should assign preliminary proposal -writ ing tasks to 
the various team members before the meeting adjourns. 
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Exercise A 



t^e&fcton* * Tnft*e objective* selected fyum the MgMdta. 
to install the in Hathematics Ptogfum <ut Sonde** HMW & 




b^MlH tkm**, to some dzmtoK omi, ""fft^^ 
betao the objectives one several qualities whush a weU-^utttH objective -jftffCftffa 
nave. StoaV eacn objective, cauiuJUy; then ntfe each one a dlMcted. Wfeen 
coveted ton ^fce prtge. : 



fit 



S^^wL it be/ *ne teachexs Vuuned in the IPT Mat* P*o*w; f ^en<6 
KlPlMP^ at Sander Mtddte Scnoo* wttt dtAp^ a fa^a^e 
tovoa/uL mathematics. 



\,y ViJiectioM s Vlace an X at the Ught ion. each quality vMich the indicated 
objective. demonAViateA . 

Objectives 



1. The group or individual who will perform the desired 
behavior is specified, i.e., the subject. 

2. There is a clear identification of the behavior 

to be demonstrated or the product to be developed. 

3. The conditions under which the performance is 
expected to be measured are clearly stated. 

4. The minimum level of acceptable performance is 
specified. 

5. The means or instrument which will be used to 
measure the level of performance is specified. 



1-4 II-3 IH>,7\ 



ffidSSSp'by Ap*i£ 15 an orientation pnognam Ion IB teacher aide* in the method* 
oi the ZPI Mathematics Vnognam. 

ffiwduL tw ined teachers capable oi teaching wide* the in Ua&ematics 
Vfilahmn The tAainina udtefUon is that such teacheM mil achieve a 6cofie o{ 
sToTbet^ oT^i hi the basic p^ntiples and %£Z* 
and peJiiom appupniateAj in a simulated ctassfuoom settim unde* the judgement 
oi a tHained obseiven. 
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Exercise^ -Solution 



P^iectcowi: Tfee cowiect omwum to the practice exiKcUe ate g^tv^n pewtO* 
Check youA wo/ife and then *u/tn the page.. 



i 



Objective 1-4 

T o develop by kpidUL 15 an orientation pKognm pi 75 teachpi aidto iA.famWjm*. 
el tlie IPl IfothmaUcA Pnagnm. ^jjg 



Vis 



Obicctivcs II** 3 

To produce ^uned ^Ceac/ieAA capable o{ teaching wide* the IVl Mathematics 
Vfmhm. The ^latKtnfl cAUeUon U that such teacheM will achieve, a AcoJte v# 
oX *0 ok betteA on a test o{ the basic principles and technique* oi the. ' .. # 
program and perform appropriately in a simluat&d classroom fitting under tht 
judgmznt oi a twined observer. m 



^ter^Z^ctuo n by the teachers trained In the IPI Mth Program, the **»b*t*^ 
i^iJPl^ Program at Sanders Middle School Ml display abetter 
towards mathematics. 



VirecUonsi Place an K at the light {or each qualUy which the indicated 

objective demonstrates . 

Objectives 



1. The group or individual who will perform the desired 
behavior is specified, i.e., the subject. 

2. There is a clear identification of the behavior 
to be demonstrated or the product to be developed. 

3. The conditions under which the performance is 
; expected to be measured are clearly stated. 

4. The minimum level of acceptable performance is 
specified. 

5. The means or instrument which will be used to 
measure the level of performance is specified. 

6. There is a specific time frame in which the. goal will 
be accomplished. 
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The proposal development 



Lesson 4 - -Proposed Project Goal Definition 
ixercise B '" •;' 

team has been assembled and an initial 
meeting of the team has been called. What general topics are likely 
to be discussed at this first meeting? A preliminary draft of the 
agenda is presented below. Your first task is to review, the items on 
the list, delete by marking a line through those which would not be 
part of the agenda of the first meeting. Your next .task is to number 
the items in the order in which they should appear on the agenda. Then 
add any topics which you feel have been neglected. There is space pro- 
vided for additional topics. 

A. Arrange for clearances from the proper school district officers. 

B. Specify goals and objectives of the project. 

C. Delineate the boundary of the project. 

p. Discuss proposal negotiation and which strategy to adopt. 

E. Outline the proposal development plan. 

F. Introduce proposal team personnel. 

G. Identify possible funding sources. 

H. Write community involvement plan. 

I. Review local needs assessment. : 

Other topics: 

1. 

? 

*-* • 

3. 
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Exercise B— Solution 
The choice of which items would be included on the agenda for the 
initial meeting of the proposal development team depends on how the 
Proposal Director perceives the purpose of the first meeting. Those 
topics likely to be included in the first meeting end their sequence 
on the agenda are presented below. Some additional topics are also listed. 

. - - „ L n - 

1. Introduce proposal team personnel. 

2. Outline the proposal development plan. 

3. Review local needs assessment. 

4. Specify goals and objectives of the proposal project. 
Delineate the boundary of the project. 

* 

Some, additional topics: 

1. Discuss needed facilities and equipment 

2. Approve organizational chart. 

3. Develop management responsibility guide. 

4. Review funds available. 

5. Review Project Management Office guidelines for submitting proposals 
through the school district. 



Directions and Oioices Following the Practice Exercise 



Baaed upon the sel£- evaluation o{ youn peK(oHmance on the exe/ixuAe, 
you have eithvu 

A. acceptably tatiifrLed the objective, o( guiding a phopo&al team 
In cheating a goat definition (ok a pMpo&edpnoiect, and 
should now turn to the po*t-t&&t £ound on page 22 



Ke(e>iencu (ok additional leading am lUted on page 16 o( the. 
Module Manual. 

1 

8. not satisfied the objective, and should Mad the luson text 
oeginning on page 9 and then nmonk ExeticiAe A on page 17. 
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VvtzcUoMi Vlta&t takt time, to an&MQA cojitlvJUy the. question* beJtow 
ioULowing the, -ipecac dOitctionA given. 



The. lUt on the. light name* thKtt mjoK 6tction& o$ tveA^,p^opo/taL* 
Tht tUt on the. le.it i& a. 6tAit& o{ topic*; each ojj which wbufyl bt ineJtudzd 
in on&[and only ont) otf tht ma/o/t taction* Luted on the. >tigh£. Match the. 
topic* \nitk thtifi appfiopttiatt station by placing the, Iztttn. (A,8, on. C) on 
thi Line, bt&ont touch topic. 



1. O rganizational plan 

2. Personnel descriptions 

3. M atrix budget 

4. Dissemination plan 

5. Proposed solution for the 

problem which the project 
is addressing 



A. Technical Plan 

B. -Management Plan 

C. Cost Plan 



Place a I (Piue) on. F [TaJUt] on tht lint bt^ofit tht question beiou). 



b. Expressing each objective of a project as a measurable activity 

makes it possible to determine project effectiveness and to 
schedule and monitor project activities. 



U6 



CitioJU the Ivtttn o( *ht\cholcM bzlov) wfUeh l6jotpiiz oi tht Hum 
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1. k. Vlhe output V ' "'J^ 

• *' \ » • • 

B. ihe evaluation method . • " ' • t -3 

\ ■ .. .. 

C. The conditions o£ achieving the objective 



D. The subject 



In d/tawtnq ojo on agenda tot *fee *ntttae meetog oi the pHapohal development 
UcTTouX^ to cLidtA obtain topic, Jon the ***** 
letWiby the, orz topic, in the. Itit below wkcli <u not a candidate 
ion. the agenda oi the, jinht meeting. I, 



Ml 



8. A. the proposal development plan 

B. Tne boundary of the project, 

C. The goal and objectives of the project 

D. The project work breakdown structure 

E. The reasons for the proposal development 



0 : — : ; j 

Unite the. collect' an&weu to the question* below on the tine, pKovtded. I 



9 The third phase of the proposal development process emphasizes the 
need for the proposal director to exercise the management function 
of 

10 Identify two sources of information and/or assistance which will 
help the proposal director to write and refine the project goal 
statements: 



a. 
b. 



Tujm the page ancTcheck youx 
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Directions and Choices Following Lesson Post-Test 



ViAecticn* : Tke connect aunhvoem to Lei* on 4 Po6t-Tei>t aAe tUted down the 
night mangin and below. Check youA cowiect Kuponte*. 



r 

ViJiectioni: If you. an&wen [tight o\ J:w&* question* 
coHAectly, you have not acceptably demon&ttiated 
knowledge of project goal definition and should 
select one ok mofie of the following coukau o^ 
action, 

I. Re&d tke lea on text beginning on 
page 9. 



2. UewoAk the lea on Po4i-Tet>t. 



V 



VinectionM If you. answered nine on mone question* 
cowiectly, you nave acceptably demor^tAjxted kndwledg 
of project goal definition. Reference* fon. 
additional steading afie li&ted on page ](, of the 
Module Manual. 



Matching 

1. B 

2. B 

3. C 

4. A 

5. A 
True/False 

6. T 

Multiple Choice 

7. A (B) CD 

8. A B C (D) E 
Completion 

9. control, 
operational control 
or similar words 



iO. (possible correct answers include: (1) local research 

studies and needs assessments, (2) needs and goal statements of 
local, state, and federal agencies, (.3) 'reports and guidelines 
from funding agencies, (4) the request for proposal, (5) local 
demographic, economic, and social studies). 

Number Correct^ 

Termination Instructions 



Thu> let>6on on pKopo^ed project goal defiinction aj> novo completed. ieaon 5 
entitled Pnapobcd Project AppAaach ii> tiie next le&6on in the sequence 



lis 




sson 5 



Proposed Project Approach 



C.Peter Cumminp 
Desmond L.Cook 
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Research for Betier Schools, Inc. 
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Philadelphia, Pennsylvania 19103 

Educational Program Management Center 
The Ohio State University 



May 1974 




Educational 
Project 

Management 



Instructional 
S* tern 

Module 3 

Proposal Development 
Lesson 5 

Proposed Project Approach 
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C.Peter Cummings 
Desmond LCook 
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C. Peter Cummings, Director 

ADMINISTERING FOR CHANGE PROGRAM 

Sanford Temkin, Director 
Mary V. fJrown, Deputy Director 

RESEARCH FOR BETTER SCHOOLS, INC. 

Robert G. Scanlon, Executive Director 
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,i i 'i iv. lie itmi| until i or |>oi tit I l>t* opinion 1 . 
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M'tllM t H»f |>.)Mt«.ll 111 (lOlll'V l>l tl>< - N. ltlflll.il Inslitutr 

ill I ilin ,i|i. in. .iml no nlhi nil I'Miloi MMimiit liy tin* 

N.ltlllM.l! Illbtltlltl' fit t llllt .Itnin RllUUlit t)t> Utfl-fHll. 
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Introduction to Lesson 

This lesson contains the following items. Make sure that each 
item is present before starting to work through the lesson. 

Booklet containing the following items Page 

Introduction to lesson * 

Overview and objectives J 

Pretest - 

Lesson abstract and content outline ' 

Lesson text ,, 

Practice Exercise 

Post -test l 



1 l 



LESSON LOCATION CHART 



[f MODULE 1] 



Planning Phase 



LESSON 1 

Proposal Development, 
School Planrvng, & 
Project Management 



LESSON 2 

Proposal 
Planning 



Preparation Phase 



LESSON 3 

Proposal 
Preparation 



LESSON 4 

Proposed Project Goal 
Definition 



[YOU 
ABE 
HEBE, 



Operations Phase 



1 LESSON 5 




LESSON S 




LESSON 7 




LESSON 8 


1 Proposed Project 




Proposed Project 




Developing the 




Preparing the Final 


■ Approach 




Support Activities 




Detailed Proposal 




Proposal Document 



Termination Phase 
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LESSON 9 

Proposal 
Termination 



Module 

Improvement 

Form 




Overview and Objectives 

OVERVIEW 

The preceding lesson introduced a series of lessons dealing with the 
operations phase of the proposal development process. Specifically, the 
lesson focused on project goal definition through the use of an initial 
meeting of the proposal development team. 

This lesson is the second dealing with the operations phase, focusing 
on management by the proposal director of the effort to discover alterna- 
tive approaches to achieve the stated goals and objectives of the pro- 
posed project. When matched with selection criteria, a "satisfactory" 
approach may be chosen. 

Project "support" activities, such as evaluation, auditing, sharing 
information, and involving the community will be discussed in the next 
lesson. 

ob. nam vi : .s 

The student in completing this lesson should be able to guide the 
proposal team in selecting a satisfactory approach for a proposed project. 

The specific objectives of the lesson are as follows: 

1. The student should be able to list the management tasks the pro- 
posal director performs in the operations phase of a proposal development 
project . 

2. Hie student should be able to outline a procedure to be followed 
by a proposal team in generating alternative approaches and selecting 

a most satisfactory approach for a proposed project. 




Pretest 



ViAectiom,- Pttase. take. time, to cuu>mn. caAcfiu&ty the. question* given below' 
hollowing the. spe-ci^ic dUuections given. 



ViKections : Cincle the. letteK be-hoKe. the activity below which is not a likely 
pKocedwie ok method oh e.xploKing alternative. pKOjtct approaches iti proposal 
development. 



1. A. Setting up an experiment comparing two methods 

B. Reading a journal article which deals with the problem 

C. Looking at records from previous projects 

D. Interviewing a university professor 



Place a T (TViue) ok F [False.] on the, line btfioKe. the. statements below. 



2. 



3. 



The best way to explore alternative approaches is to divide the 
work among team members. 

Once an approach has been chosen, information about other 
alternative approaches should be destroyed. 



Place, the hollowing 4 tep4 in exploiting alternative appKoaches in the pKopeA 
oKdeK oh accomplishment by placing I, 2, 3, etc. on the. lines below. 



4. 



A. Analysis of information 

B. Securing the information 

C. Synthesis of information 

D. Selecting the best approach 

ii. Defining content to be explored 



i j.j 



5. A. Time available for various approaches 

B. Capabilities of the staff 

C. Availability of an auditor 

D. Financial help likely to be obtained 

E. Support of professional groups 

F. Physical facilities available 



IvwaUveA. Ma/ik F (Fa&e) U it l& not. 



Monitor proposal development budget 



ZomplUe. the. sentence betou) on tka line, piovid&d. 



10. Selecting an approach is essentially a matter of comparing 
possible approaches against certain _ — _ 




6. 
7, 
8. 
9. 




Tujw the, page, and check youA oiuwcaa. 




Directions Following Lesson Fittest 



Detections : The cofiM.cZ answeKS to Lesson 5 ?Kete&t <vut luted down the 
light mctAgin. Check youK coKKect Kesponses. All pants o{ question* 4 
and 5 mat be as shown to be counted coKKect* 



ViKectionss IfJ yoa answered eight ok tyweK question* 
cjofixeetly, you have not acceptably demonstrated 
knowledge o\ the, selection oA a pfioject appKoach 
and should Kead the lesson abstract and content out- 
line on pages 1 and S. Then begin the. content 
pKesentatton by turning to the lesson text on 
page. 9. 



Vitectionsi t& you answered nine ok moKe questions 
co tectly, you have acceptably demonstrated knowledge 
oi the selection oi a pKoject appKoach and should Kead 
the lesson abstract and content outline on page 7. 
Then, i\ you desiJie to skip the content pKesentation, • 
you may do so by proceeding directly to the pKactice 
exeKci&e on page 13. Ti you do desiKe to Kead 
the content presentation, turn, to page 9." 



Multiple Choice 

1. (A) BCD 
True/False 

2. F 

3. F 
Ordering 

4. A3 
B 2 
C 4 
D !5 
El 

Multiple Choice 

5. (A)CB)CCB)E(F) 
True/False 

6. T 

7. T 

8. F 




i5; 



Number Correct* 
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Lesson Abstract, and Content Outline 

ABSTRACT j 

After setting goals for the project, consideration must be given to 
what approach will^be taken to achieve those goals. Various alternatives 
can be explored by looking at educational literature and the experience of 
other projects, plus consulting experts. It is the proposal' director's 
task to manage and supervise the activities involved in the search for alter- 
natives as well as assisting in the search. Once a number of alternatives 
have been identified for consideration, a choice must be made for the project 
by devising a list of selection criteria and comparing each alternative to 
the criteria. The alternative which best satisfies the selection criteria 
is the one to be employed as. an approach to achieving the goals of the pro- 
posed project. 



CONTENT OUTLINE 

A. As the operation phase of proposal development continues, possible 
approaches* and strategies to achieve the desired goals and objectives are 
considered, and a choice of a satisfactory approach is, made. This activity is 
critical to the creation of the Technical Plan Component of the proposal 
document . 

B. The proposal director organizes a search for data to discover all 
possible alternatives, using sources such as: professional books and maga- 
zines; existing projects in local schools and districts; and knowledgeable 
individuals, including teachers, administrators, and consultants. 

1. Hie proposal director oversees the search, securing, analyzing, and 
synthesizing of information, 

2. The information area desired should be carefully specified. 

ERIC i5v 



C. Throughout the operations phase, the proposal director must: 

1. guide and motivate team members, 

2. facilitate access to resource people and vital documents, 

3. chair periodic staff meetings, 

4. arrange for payment of consultants, 

5. obtain release time for staff members, 

6. monitor deviations from the proposal development plan, 

7. help solve problems discovered through this monitoring. 

D. Selecting the best approach is accomplished through comparing alte: 
ve approaches against a list of selection criteria. 

I . The demands of a particular approach must be matched against 
school district resources (time, space, money), capabilities 
of staff, and obtainable extra funds. 

7 'Hie "best" or most satisfactory approach best satisfies the 
selection criteria while capitalizing on available resources, 
ami minimizing limitations. 
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Lesson Text 

Introduction 

By now, the boundary of the project and its goal and objectives have 
been specified. At this point the proposal team is ready to consider the 
possible approaches , or strategies , they might take to achieve the objectives. 
The approach finally chosen will answer the question: " What steps are needed 
to accomplish the objectives?" It is the same question asked when planning 
a vacation trip to Podunk or when planning a way of asking the boss for a 
raise. For example, you can reach Podunk by car, train, bus, or plane. Which 
approach is best? You can use either a direct or indirect approach with the 
boss when appealing for a raise. Which approach is best? 

i 

'Hie approach chosen represents the procedures of the proposed project 
•and is usually specified in detail in the procedures section of a typical pro- 
posal document. It corresponds with the task and sub-task levels in the pro- 
posed project's work breakdown structure. 'Hie goal and major objectives 
(missions) already specified correspond with the goal and mission levels in 
the work breakdown structure. 

Gathering Information 

'Hie director of the proposal development team will have to make cer- 
tain that all possible alternative approaches for achieving the project 
goal are explored, so that the final choice can be the best possible. The 
sources consulted for this typo of exploration are (1) the "literature," 
i.e., professional books, magazines, journals, etc., (2) existing projects 
within your own or other schools or school districts, (3) knowledgeable 
individuals, i.e., experienced teachers/administrators, intermediate unit 
or state department personnel, university consultants, etc. 

o 
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, Knowing the resources, that can be consulted, the choice is now one of 
attacking all three sources at once by dividing up the work among the team 
members or of attacking each source one at a time. Whichever approach 
is chosen, the proposal director will have to oversee the necessaiy steps of 
securing the information, analyzing and synthesizing it, and finally select- 
ing the most satisfactory approach. The word "satisfactory" is used here to 
convey the idea that no ideal approach will probably be found. 

It is important to carefully define the content area to be explored, 
l-here is often too much information available to explore, considering the limited 
amount of proposal staff available. Tor example, it would be unwise to simply 
specify the area of "reading" for exploration. Is it critical reading or 
recreational re ading ? For 3rd graders, teen-agers or adults? lo be done 
individually or in croups? 

The Proposal Director's Role 

Once the various tasks involved in this exploration arc in progress, the 
proposal director will need to involve himself in various management activi- 
ties. Some of these are: 

o guide and motivate team members in the performance of their tas».. 
via individu.i or group conferences 



9 
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o he In arrange and/or coordinate school district visitation*, mtrrvu-w 
with knowledgeable individuals both within and outside oi the school 
district, and provide accessibility to documents for inclusion m the 
1 ire rat ure rev icw 

o chair periodic staff meetings 
n arrange for the payment of consultants 
o obtain released time for some staff members 

o monitor schedule, budget, and perfomuuice deviations from the pm 
posal development: plan 

^7 



i 



-11- 



o help solve problems discovered while monitoring the development of 
the proposal by 

a. helping on task 

b. re-assigning task [respou jilities 

c. assigning additional p sonnel to the task 
d* obtaining consul rant help 

c. contacting the 7 funding agency for clarification. 
Most of the above management activities carried out by the proposal director 
are jvr formed throughout the operational ,.ontrol phase; therefore, they will 
not bo repeated in subsequent lessons covering this phase.* 

Selecting the Best Approac h 

When all, or nearly all, possible approaches useful in achieving the 
project objectives have been uncoverqd, it will be necessary to judge each 
alternative against the existing resources of the school district, the 
capabilities of its staff to implement the proposed approach, and the 
additional resources to be obtained through the funding of the proposed 
project. Re-unmvs include such things as time, space, and money. 
/VI 1 of thesr resources may impose serious constraints, or limits, on the 
proposed project. Staff capabilities are a most, important resource to assess. 
You will want to analyze what useful experiences or qualifications each 
proposed project member has and, therefore, what h- an limitations exist 
for the project. This kind of assessment process will help determine which 
of the possible approaches is the best one for your school district. 



* Many of these activities are typical of management activities conducted 
in tin- operations phase 1 of any project, for further* information, see 
l.r-.-.ons { \ 10, and II dI liPMIS Module 2 iYojoct Management Basic Principles. 



-12- 



As the existing resources are analyzed and capabilities and limitations 
appear, criteria for the selection of a project approach begin to be gen- 
erated. When the list of selection criteria is complete, each alternative 
generated is compared with the criteria. Hie "best". approach will, of 
course, be the one which best satisfies the criteria, while also capi- 
tilizing on the district's resources and minimizing its limitations. 

\t this noint vou may believe that the information put. together 
by the proposal development team about alternative approaches is now re- 
duced to the category of "useless." However, this information can and 
.often does appear as supportive material in an appendix to the Technical 

Plan section of the final proposal document. So, file such information for 

future use. 
S ummary 

The proposal development team should generate a number of alternative 
approaches by exploring three sources: (1) the literature, (2) existing pro- 
jects within schools or school districts, and (3) knowledgeable individuals. 
The criteria generated for selection of one of those alternative approaches 
is largely dependent on the capabilities and limitations of existing school 
district resources and the proposal project resources such as personnel, 
*,>;ur, time, and money. There is no possible way of knowing whether the 
host choice of project approach was, or indeed, am be made. Careful 
consideration is in order, for though several of the alternatives may work, 
manv other alternatives may not. 



) 
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Lesson 5— Froposed Project Approach 
Exercise A 



QmcUom i Read and anluKA. the: question* below. l&en completed tun* the. 



This exercise asks you to choose certain points diich might be valuable in 
writing tto* rationale for a project to install the IPI Mathematics Program 
in Sanders Middle School. 

Given below are a number of points proposed by your staff which they think 
might be used as a part of the rationale to justify the approach chosen 
Cite. , the IPI Math Program). To complete this exercise, you are to indicate 
next to each point whether or not it should be included as being relevant 
to the rationale section. Use the following key: 

l=Def initely should be included in the rationale 
2=Possibly should be included in the rationale 
3=Def initely should not be included in the rationale 

The points brought up by the project staff are as follows: 

1. The superintendent of schools has had training in math education, 

2. Similar projects in other cities which have used IPI math 
can provide an experience factor. 



3. There is present in the school system a teacher with training in 
IPI Math in another system. 

4. Large scale computer facilities are available in the school system 
" ' for instructional and accounting purposes 

5. The president of the Parent -Teacher Association in the school dis- 
trict favors the IPI approach. 

6. University consultants have given favorafcle opinions of the IPI 
Math Program. 

7. Research studies on the program have indicated favorable results. 

8 The physical layout of the school makes it easier to use the team 
~ ' teaching approach characteristic of the IPI Math program. 



Exercise A u -Solution 



MMfiUm*. The comic* ***** *> **■ pwOtoe e***e «*e *»« bt£» 
Checfe i/out iDonk and then tunn the. page. , 

Program in Sanders Middle School. 

Given below are a — ~tS* ^l^Z^ 

SelftSl S^Use the following K*: 
1 -Definitely should be included in the rationale 

Tbe points brought up by the project staff are as follows: 
3 1 The superintendent of schools has had training in rnth educatxon. 
7*2 . Similar projects in otter cities which have used IPI Math can provide 
' an experience factor. 

2 3 There is present in the school system a teacher with training in 
IPI Math in another system. 

3 4 Large scale computer facilities are available in the school system 
— for instructional and accounting purposes. 

2 5 The president of the Parent -Teacher Association in the school district 

favors the IPI approach. 

1 6. University consultants have given favorable opinions of the IPI Math 
Program. 

j_, R»,.,rcl, •U1U> » U» mr- inii-t-d M>bK 



Directions and Choices Following the Practice Exercise 



Baled upon the. Mi-waluatlon oi youK peJilonmance an the exeMlhe* 
you. havo. either: 

A. acceptably hoXJUiled the. objective oi guUing a pnopp&at team . 
in the ideation oi a pHopoted project approach, and thouU now 
turn to the. po&t-tejbt iound on page. J 6 . 

Rerfe/tenc&A ion adcLUional leading ojvl Ubted on page. 16 oi the, Module. Manual, 

1 8. not taU&ii&d the objective, and should <fiead the. Aectcon oi the. 
U*6ok text on 6ele.oX.uig the, best appioach beawuxg on page. J 7 
and then nevoonk ExeAcae A on page. J3. 



\ 
\ 
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Post-Test 



VifitctionA t fltoAt take, tune to aniweA caA.e£ully the question* given below 
fallowing the Apeclilc difiecticinA given. 



CUcle the letteru of a&' many o{ the facto** luted below at> might be 
included in a fieaneAment o\ leAouAceA uu>ehul in achieving the. pKopoted 
project' 6 objective*. 



I. A. Time available for various approaches 

B. Capabilities of the staff 

C. Availability of an auditor 

D. . Financial help likely to be obtained 

E. Support of professional groups 

F. Physical facilities available 



VintcAion* : Cinxile the letten. begone the activity below which t& not a likely 
ptioceduJie ok method oh exploring alternative project appuoacheA in proposal 
development. 



2. A, Setting up an experiment comparing two methods 

B. Reading a journal article which deals with the problem 

C. Looking at records from previous projects 

D. Interviewing a university professor . 



Complete the sentence below on the. line provided. 



3. Selecting an approach is essentially a matter of comparing various 
. possible approaches against certain . . 



1 <J 7 
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p.;, n t hjuip.) a* F (Fotscl on tht Urn bijou the. ******** befcw. | 




4. Hie best wa> to explore alternative approaches is to divide 
the work among team members . 

5. 0^ » ^oach has been a»sen Mo^im about other 
alternative approaches should be destroyed. 




texncuUvte . Mo/tfe F (FoLse) ^ *A not. 




6. Set up the audit plan . 

7 — """Monitor proposal development budget deviations 

8. Kelp obtain consultant help and arrange for their payment 

9 . Guide and motivate team members 


Place, tkt ioaom.no Uip& In uptoJ*% aUwuUivi ^ ope * 
otAto oi alcomptUhmint by placing 1, 2, 3, etc., on the. Unto bttou). 



10. A. Analysis of information 



B. Securing the information 

C. Synthesis of information 

D. Selecting the best approach. 

E. Defining content to be explored 



Tuah. tha page and chick youA anAWQAA . 
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Directions and Choices Following Lesson Post -Test 



ViAzction* : The. conntcX an&wesu to Lto&on 5 Vo&t-TeAt ate Itittd dom the. , 
night mafigin. Check youn. covuct leAponheA . All pan&o{ QtieAtlon* 2 and 10 
mutt be a& hhovm. to be counted cowitct. 



ViA.ection6 : 1$ you antuieJieA eight on lut> question* 
cohA,e.ctly t you have, not acceptably demon&tAated knouiledge 
oi pfwje.ct approach selection and should tel&ct one. ok 
moKe. o^ the. fallowing cou/tAeA oi action. 

1. Read the. le&ton text beginning on page 9. . 

2. Rmonk tlie. le&*on po*t-teAt. 



ViAe.ction6i IjJ you anAwesied nine x moie. question* 
coKJitctly, you have, acceptably demondtfuxted knowledge 
ofi project approach selection. Re^eAence* ion addttiona^ ^ # t 
leading axe tinted on page U ofi the Module Manual. 



Multiple Choice 

1. (A) BCD 

2. A B C 
Completion 

3. criteria 
True/False 

4. F 

5. F 



7. F 

8. T 

9. T 

Ordering 

10. a. 3 

b. 2 

c. 4 

d. 5 

e. 1 



Number Correct=_ 
Termination Instructions 



D F 



IWiA t<iA6on un piopobed pnoject approach it noto completed. Legion 6 cnXXXZed 
Pnopoied PiojecX Support KcXiviXieA lt> the next leA6on in the be.que.nte. 
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Introduction to Lesson 



This lesson contains the following items. Make sure that each item 
is present before starting to work through the lesson. 

Page 

Booklet containing the following items : 

Introduction to lesson 1 

Overview and objectives 3 

Pretest 3 

Lesson abstract and content outline 8 

Lesson text 10 

Practice exercise 16 

Post- test 26 
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Overview and Objectives 

OVERVIEW 

Discovering alternative methods for realizing project goals and object- 
ives, then choosing a satisfactory approach was the topic of the last lesson. 

This lesson is concerned with detailing other activities of the proposed 
project which will support the activities of the selected approach to achieving 
the project goal. The activities or elements (evaluation , educational program 
audit , dissemination , and community involvement) , are part of the Technical 
Plan component of the proposal document. 

The next lesson is concerned with the development of the Management and 
Cost Plan components of the proposal document. 
OBJECTIVES 

The student, in completing this lesson, should be able to describe the 
basic elements of the evaluation, dissemination and community involvement, 
and program audit plans for a proposed project. The specific objectives of 
the lesson are as follows: 

1. The student should be able to describe the feature, to be included 
in the development of the evaluation plan for inclusion in the proposal 
document. 

2. The student should be able to describe the features to be included 
in the development of the dissemination plan for inclusion in the proposal 
document. 

3. The student should be able to describe various means for involving 
the community and/or non-public schools in proposal development and proposed 
project activities. 
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4. The student should be able to define the program audit concept and 
describe procedures involved in initiating a program audit for the proposed 
project . 
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Pretest 



VintcZLonAs Please toko. time tu anbmn. caxe^uJUy the que4tAA>M> given beta 
{•"lotting ike AjacctjJ^c diiection* given. 



Complete the ^entente* below on the tine provided. 



1. The basic function of an evaluation plan is to 



2. The basic function of a program audit is to 



AnAvoeA. T [Tn.u.e)on. Tifalbe) to each, question, below. 



3 One way to help demonstrate that the project has the ability to conduct 



4. 

5. 
6. 



an evaluation is to name the persons responsible for it and describe 
their skills in the proposal. 

_An initial step in a program audit is a pie -audit critique. 

A program auditor should be specially trained ana certified as such. 

A dissemination plan usually specifies the audiences that will receive 
information, but does not normally include a listing of the specific 
means of distribution to be used. 



7.. A dissemination plan is essentially the same as a management inform- 
ation system in that it is an aid to \ -eject dec is ion- making. 



9 
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Cin.cX.1 tkz l&UeM betfoA-e cu> many 4Jtem& ah apply &on thz qtiutAon* below. 



8. What^ elements might be included in an evaluation plan? 

A. A decision responsibility guide 

B. A listing of the tests to be used 

C. Procedures for reporting data in a final report 

D. Data analysis techniques 

E. A listing of the dates and locations of test administrations 

F. A financial audit plan 

G. A definition of the performance areas 

9. A dissemination plan might help to distribute infbnnation to what persons 
or groups? 

A. Teachers in local schools not directly involved in the project 
operations 

B. Local* community groups 

C. The personnel working for the project 

D. The project director 

E. A professional person in another state doing research in the project's 
problem field 

10. What groups might be included as targets of a community involvement plan? 

A. Non-public schools personnel 

B. University consultants 

C. Parents 

D. The teachers' union 

E. A local community action agency 

F. The school board 



Jijjin the. page, and ckzck 
youn. anAW&U . 
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Directions Following Lesson Pretest 



V inaction* : The corhitct answers to Lesson 6 pretest one listed down the 
bight margin. Check youA correct responses. 

NOTEt On question* 8-10, you must answer each item correctly. That 
is, uou man not hoot checked aw choice, which should riot have, been checked, 
or have, omitted marking a choice. which should have been marked. It must be 
completely correct lor the. question to be counted as correct. t 



Directions: Irf you answered eight ok iewer question* 
conjiectli}, you have not acceptably demonstrated 
knowledge olipn.oje.ct support activities and should 
nead the lesson abstract, and content outline, on pages 
8 and 9. Then begin the content presentation by 
twining to the. lesson text on page 10. 



Directions i Ti you answer nine r more questions 
corr.ectly, you have acceptably demonstrated know- 
ledge oi project support activities and should nead 
the lesson abstract and content outline on page 8. 
Then, li you desire to skip the content presenta- 
tion, you may do so by proceeding directly to th.e 
practice exercise on page 16. T-i you do desire to 
read the covitent vres entation, turn to page 10. . 



Completion 

1. detail the pro- 
cedures to be employed 
in assessing whether 
the project has achieved 
its goal and objectives. 

2. verify or attest 
the results of the 
evaluation conducted 
during, or at the end 
of, the project. 

True/False 

3. t 

4. T 

5. T 

6. F 
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7. F 

Matching 

8. A (B) (C) (D) (R) 
F fa 

9. (A) (B) C D (Ii) 
10. (A) B (C) D (ii) F 

Number Correct= 
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Lesson Abstract and Content Outline 

ABSTRACT 

In addition to organizing the sections of a proposal that were covered 
previously, the proposal director must consider other sections of the pro- 
posal such as (1) the evaluation design, (2) the dissemination plan, (3) the 
audit plan, and (4) a community involvement plan. The evaluation design 
shows how the project plans to assess the achievement of its objectives. It 
should include a definition of the performance areas, a means of collecting, 
analyzing, and reporting data, the instrumentation involved, and the names 
of the persons responsible for carrying it out. The proposal director may 
also have to arrange for an audit of the project to verify and attest the 
results of the evaluation. 

The proposal's dissemination plan is designed to distribute information 
on the project to interested audiences. Such a plan should include the goals 
and activities of the dissemination, the audiences involved, the information 
to bo disseminated, and the media to be used, along with the names of the 
ixsrsons responsible for carrying it out. The community involvement section 
describes the proposed mechanisms tor involving community groups (such as 
parents, local organizations, and non-public schools) in the activities of 
the pro j ect . 

CONThNT ariLiNi; 

A. The tedinical plan of the proposal document includes provisions for 
"project support" activities: evaluation, information disseminaf ion, 
involvement of community and non -public schools, and (frequently) 



program audit . 



B. School district specialists or outside consultants may be hired tc 
evaluate the project's achievement of goal and objectives, and 
design a prognim" including: a definition of performance areas; 
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descriptions of instruments to collect data; collection, analysis, 
and reporting procedures; persons responsible for the evaluation 
plan. 

1. The definition of performance areas includes both process and' 
product. . 

2. The instrumentation, whether simple (written report) or sophis 
ticated (standardized test) , should include a rationale for 
its use. — — 

3. The data collection, analysis, and reporting procedures sections 
should describe procedures and responsibilities in detail. 

C. An audit (a study to verify the results of the evaluation) may be 
required", 

1. The proposal director is responsible for arranging the pre-audit 
critique , or preliminary review of the evaluation plan. 

2. Audit personnel must be put under contract, and audit program 
outlines secured from them. 

D. A plan for disseminating information about the project should include: 
audiences sought, media to be used, information to be released, and 
task assignments. 

E. Community involvement is highly desirable, and detailed plans should 
be made.^" 

1. Invite active community members to proposal development t?am 
meetings . 

2. Solicit advice and aid from community organizations. 

3. Include evidence of coram .nity involvement in the proposal 
document . 

4. Plans should be made for continued community involvement during 
project implementation. 



mi* 
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Lesson Text 

Introduction 

The previous lesson dealt with the management activities associated 
with a major element or section of the Technical Plan- -that concerning the 
goal, objectives, and approach or procedure. There are several additional 
sections usually included in the Technical Plan. These are an evaluation 
plan, a dissemination plan, and a community and non-public school involve- 
ment activities plan. Arrangements for auditing the evaluation and management 
plan will have tc be made if the guidelines require that it be done. Eval- 
uation, auditing, dissemination, and community and non -public school involve- 
ment activities are integral parts of most project efforts, and consume 
project resources such as time and manpower. These activities (sometimes 
referred to as project support activities) should be carefully planned along 
with the other project tasks. 

Evaluation Man 

The evaluation section provides a plan for assessing whether the project 
has achieved its goal and objectives. Since evaluation, can require special 
skills, the proposal director and proposal development team may want to solicit 
assistance from the local school system's research and evaluation specialists 
or from outside consultants. These specialists will be able to devise an 
evaluation plan fox the proposed project or assist the proposal team in doing 
•so. This lessen concentrates primarily on the features to be included in the 
development of the evaluation plan : f or inclusion in the proposal document. 



* 
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The Administering for Change Program of Research for Better Schools, 
Inc. , is currently developing a School Evaluation Kit which provides guidance 
to school administrators in the planning and development of suitable strategies 
o for the evaluation of curricular' programs , 
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Most evaluation plans or designs have the following basic features: 

o° a definition of the performance areas and/or a statement of object- 
ives and goals. 

o a description of the instruments used in connection .with each 
objective. 

o a description of data collection, analysis, and reporting procedures 
o a list of those persons responsible for the evaluation plan. 

The definition of the performance areas includes both the process, and 
product or goals of the project, whether these be student instructional 6b *• 
jectives, attitudes, criteria for a product, or other goals. It is required 
that processes or activities occurring during the course d£ the project also 
be assessed. 

The instrumentatio n or measurement technique used for each objective 
» can be very simple or quite sophisticated. Among the instruments specified 
might be a standardized test, an observer's checklist, a locally-made question- 
naire, or simply a written report from the project worker. A description of 
each existing or proposed instrument used, however, should be included in the 
proposal. There should also be justification as to why these particular 

instruments were chosen. 

The data collection section should include such details as how, wheft, 
by whom, and from whom the data will be collected. The analysis section will 
include those statistical procedures to be employed for making interpretations 
of the data. The reporting procedures will describe how the data is to be 
reported to the project staff, other persons in the school system, and the 
community, and the means for storing it for future use. 

In order to demonstrate, the project's ability to conduct an evaluation, 
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it is often necessary to name the persbn(s) responsible for the evalu- 
ation plan and to specify their experience and skills . It is up to the 
proposal director to see that the necessary information has been collected 
from any evaluation specialist who assists in this effort. 

"Hie proposal director also mast be sure that the written evaluation 
plan is clear and concise. Finally, the evaluation plan should be checked 
against the requirements for evaluation, if any, put forth by the funding 
or approving agency. 

Hie Educational Program Audit 

In addition to developing an evaluation plan or design for the pro- 
posed project, the school -district , state or federal agency to which the 
proposal is to be submitted may either request or require that the pro- 
ject be subjected tD an "educational audit". The educational audit con- 
cept is relatively new to the field of education. This type of audit 
should not be confused with the normal fiscal or financial audit. 
Basically, it is concerned with verifying or attesting the results of the 
evaluation conducted during and at the end of the project. General 
procedures for the conduct of an audit, including examples of audit 
contracts and plans , are contained in the references listed in the 
Module Manual. Consult your proposal guidelines to determine if there 
are any educational audit requirements. 
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The Dissemination Plan 

A dissemination plan for diffusing information about activities and 
results should be included in the proposal. This plan is designed to 
regulate the distribution of information to interested community groups 
and individuals. 

The project dissemination plan should include the following features: 

o Dissemination activities are designated for each stage of the 
project. 

o Audiences are identified. 

o Information to be released is specified. 

41 

o Media used for dissemination are named. 

o Person(s) responsible for dissemination are named. 

If the, funding agency has provided guidelines for the dissemination plan, 
these should be carefully followed. In addition, it is inportant to 
show that a wide distribution of information to interested conmunity 
groups and individuals has been provided for, as well as to show that 
the school system's capabilities for dissemination through the use of 
its regular publications, the district media -conmunicat ions specialist, 
regular public meetings, and other established means will be utilized. 

Conmunity Involvement 

It is often advantageous to have members of the community become 
involved in both the proposal development project and tne proposed pro- 
ject. It should be noted that community involvement is a high priority 
item with many funding agencies. Even if an outside agency is not in- 
volved in funding the proposal, it might be profitable to involve the 



community in proposal development in order to obtain their commitment 
to the proposed project. In many circumstances the proposed project 
will benefit from the inputs of the community. 

Mechanisms for involving the community in proposal development "might 
include inviting active community members to a meeting with the proposal 
development team, writing letters soliciting help and advice from various 
conmunity organizations, presenting a plan to an esteemed member of the 
school community and asking for his or her comment , and soliciting written 
endorsement. It is usually advisable, however, to work through \ 
recognized community organizations. Selected items indicative of 
community involvement in proposal development, such as letters, dates 
of meetings, tapes of meetings, written records of meetings, and endorse - 
ments might be included in the proposal document. 

Community involvement in the proposed project, once it is implemented, 
usually occurs in the form of advisory groups or individuals. It is 
possible, however, that the community may be involved more directly in 
some project activities. SucK involvement should be carefully planned 
and detailed in the proposed project plans. It may also be advantageous 
to highlight this- planned involvement in the community involvement sec- 
tion of the proposal document. 

Input from nan "public schools should not be forgotten. They have an 
investment in the community and may be able to provide some significant 
contributions in ideas and personnel, or in actual physical space in which 
to carry out some proposed project activities. 



The actions taken to involve the community will not only help make 
the schools responsive to the needs of the community,. but will gain 
commitment from parents, increase the visibility of school efforts, and 
involve parents in their children's education, as well as gain input 
and resources for future innovations. 

A word of caution is needed here. The proposal director should 
become familiar with laws regulating the involvement of non-public schools 
in his state. He should also realize that such involvement may meet 

e 

with active disapproval from various sections of the community. 
Summary 

Hie technical sections of the proposal document discussed" in this 
lesson were the evaluation plan, the educational audit, the dissemination plan, 
and the community involvement section. Each of these activities are 
integral parts of any project effort and construe resources such as time 
and manpower. Therefore, they require careful consideration and planning.. 

When all of the sections discussed in this and the two previous lessons 
are prepared, the Technical Plan will be nearly complete. 



\ 

Exercise A 



Vifi&vUon* : ton. tkU exetctae, you MX be ptiueiUed with thi abttna&U 
U.e., condeM id vvuioiu) orf paAagnaplu inam a. pfwpoAal utiich i& being, 
mitten to in&taJU IP J Uath in the. SandeM Middle. School. Beneath each 
paAOQftaph ate a number oi cxiWUa (pti you to uie in judging/ the. adequacy 
ol that ponograph. You ate aJUo ttr huggut 6ome otheA. my* in which each 
pvtOQhapk might be toeafc. When ^ini&hed vtith all &ecJUoiu>, turn the. page, 
fan the, iolution. ' ■ 



1. Evaluation Plan Paragraph 

.. ' i 

The paragraph below deals with the evaluation of one objective. It has 
been condensed, 1 somewhat, from the original project proposal. Below 
the paragraph are a number of qualities which a good evaluation plan 
should exhibit. Place an "X" by each quality which is not displayed 
by the paragraph. * 

Objective C-3 states "Aide training --Teacher aides will be given 
training as to the usage of the IPI materials and their duties as aides. 
Teacher aides will display an appropriate knowledge of the materials, 
their duties, and other relevant items. This will be evaluated by the 
administration of a locally-made test constructed by the project staff 
towards the end of the training period for the aides, approximately on 
April 15. The, tests will be administered by the assistant project 
director. Scores on the test will show at least an 80 per cent compet- 
ence level for; each aide to be considered passing. Aides not passing 
will receive further training and retesting. " 

a. A precise definition of the performance to be measured. 

i 

b. A specification of the target group to be evaluated. 

c. The general . techniques to be used in evaluation are specified. 

i 

d. Any special conditions for the evaluation are noted. 

a. The instruments to be used are specified. 

f . The dates the instruments will be available are given. 

r i 

i 

g. The person(s) who will collect the data for evaluation are named. 

h. The date for the collection of data is given. 
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i. The data analysis techniques are described. 

j . The method of reporting the data is described. 

k. All audiences who are to receive the reports of the data 

are named. 

r 

i 

0 i 

lUt below at JUa&t two othek ways In which thz evaluation plan give* 
Iok the, above. objective ii dtiicient, 

I • 

v : 



c. 



d. 



e. 



1$9 
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2 . Diss enuiiat ion paragraph 

Below is a condensed version of the dissemination plan of a proposal. 
Indicate, as in previous sections, those qualities which are missing 
from the plan. 

Dissemination Plan. "Dissemination for this project will be coordinated 
with the school system's public information officer. Dissemination will 
be directed primarily at the local community, especially the parents of 
the children involved and neighborhood groups, and at other interested pro 
fessionals in the teaching field. Information to bo disseminated will 
be confined primarily to the test performance of the students involved 
in the program and results of the IPI program. The project director will 
primarily be responsible for the dissemination plan." 

a. Dates for the dissemination plan are specified. 



b. Costs of the dissemination plan are specified. 

c. The goals of the dissemination are specified. 



d. Audiences for the dissemination are named. 



e. The person responsible for the dissemination is named. 

f . Provisions for feedback from the dissemination are made. 



_g. All the media to be used are named. 

h. Hie strategies to be used in the dissemination are described. 



i. Provisions are made for disseminating information throughout 
the life of the project. 



Indicate. beJ!.ov) at Icatt one otkeA 6eAiouA cnJJu.cJj>m which you could make, 
ofi thit> di66W<LnatA.on plan. 
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3. Community Involvement Paragraph 

Read the condensed version of the community involvement section from an 
IPI Math proposal below. Mark the qualities which the coramunity involve- 
ment plan lacks. 

Conmunity Involvement Plan. "There are two basic goals for the community 
involvement plan: first, to involve parents, particularly as teacher 
aides for the IPI Math program itself (although not exclusively by this 
method); and second, to involve non -public school students in the area 
of the public schools served by the IPI program. Parents will have 
advisory capacity through the teacher aides and various reports will ask 
for their feedback. Parents will also have extensive opportunity for 
conferences with teachers in order to gain their involvement. Partici- 
pation will be made available to non-public school students, who will 
be bussed to the nearest public school to take advantage of such instruc- . 
tion." 

a. The extent of involvement of community groups is made clear. 



b. The groups to be involved are named. 



c. The goals of the community involvement are spelled out. 



d. The mechanism for involving parents is described. 



e. The mechanism for involving non -public schools is clear. 



t. It is clear that funds will not be used for worship purposes 
unconnected with the text. 

g. Activities will take place on public property whenever possible. 



h. It is clear what person will coordinate action with the commun- 
ity groups. 



Wkctf otkeA. cAlticJjim miglU. you ma fee o & t/ie community i.nvolv&m&vt plan? 
(Name cut l<Lcu>t one a&vLoua dnilcA.mc.ij . ) 
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Exercise A- -Solution 

\ 



VvizcXcotu : Tk& totvvLoX, ayu>u)<2Ai> to tne. pnacAice. zxeMUAt ate given beta. 
Chzdi youA muk and thm twin the, page.. 



1 . Evaluation Plan Pa ragraph 

The paragraph below deals with the evaluation of one objective. It has 
been condensed, somewhat, from the original project proposal. Below 
the paragraph are a number of qualities which a good evaluation plan 
should exhibit. Place an "X" by each quality which is not displayed 
by the paragraph. 

Objective C-3 states "Aide training- -Teacher aides will be <?iven 
training as to the usage of the I PI materials and their duties as aides. 
Teacher aides will display an appropriate knowledge of the materials, 
their duties, and other relevant items.' This will be evaluated by the 
administration of a locally-made test constructed by the project staff 
towards the end of the training period for the aides, approximately on 
April 15. The tests will be administered by the assistant project 
director. Scores on the test will show at least an 80 per cent compet- 
ence level for each aide to be considered passing. Aides not passing 
will receive further training and retesting." 



X 


a. 


A precise definition of the performance to be measured. 




b. 


A specification of the target group to be evaluated. 




c. 


'Hie 


general techniques to be used in evaluation are specified. 


X 


d. 


Any 


special conditions for the evaluation are noted. 




e. 


The 


instruments to be used are specified. 


X 


t". 


'Hie 


dates the instruments will be available are given. 




g- 


The 


person(s) who will collect the data for evaluation are name 




h. 


'Hie 


date for the collection of data is given. 


X 


i. 


The 


data analysis techniques are described. 


X 


j • 


The 


method of reporting the data is described. 


X 


k. 


All audiences who are to receive the reports of die data are 
named . 



1 9 > 
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Li&t beZou) at lea&t two otkvi way* in which the. evaluation plan 
giv&n ion the above, objective, u de4icA.e.nt. 



a. No definition of the construction procedures for the test. 

b. No indication of the cost of the evaluation plan for this 
objective. 

c. No baseline data for the aides' performance is given. 

d. The instrument apparently will not be pilot-tested. 

e. No date for reporting evaluation results. 
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Dissemination Paragraph ' 

Below is a condensed version of the dissemination plan of a proposal. 
Indicate, as in previous sections, those qualities which are missing 
from the plan. 

D issemination Plan, "Dissemination for this project will be coordinated 
with the school system's public information officer. Dissemination will 
be directed primarily at the local community, especially the parents of 
the children involved and neighborhood groups , and at other interested pro 
fessionals in the teaching field. Information to be disseminated will 
be confined primarily to the test performance of the students involved 
in the program and results of the IPI program. The project director will 
primarily be responsible for the dissemination plan." 

X a . Dates for the dissemination plan are specified. 

X b . Costs of the dissemination plan are specified. 

X c . The goals of the dissemination are specifigl. 

d. Audiences for the dissemination are named. 

e. The person responsible for the evaluation is named. 

X f. Provisions for feedback from the dissemination are made. 



X g. All the media to be used are named. 

X h. The strategies to be used in the dissemination are described. 

i. Provisions are made for disseminating information throughout 
the life of the project. 
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Indicate, below at le.a6t on& otkeA. ie/UouA cvtcttaam tdkick you cowtd makz 
OjJ tku diAizmination p&an. 



a. Not all potential audiences have been identified. 

b. The information to be disseminated seems to be excessively limited. 

c. No evaluation of the dissemination is stated or implied. 

d. Target audiences, while named, are not described in any detail. 

e. The dissemination plan does not seem to have any goal of gaining 
acceptance, changing opinion, or eliciting reactions. 

3. Community Involvement Paragraph 

Read the condensed version of the community involvement section from an 
IPI Math proposal below. Mark the qualities which the community involve 
ment plan lacks. 

Community InvoTveiftent Plan. "There are two basic goals for the community 
involvement plan: first, to involve parents, particularly as teacher 
aides for the I?l4lath program itself (although not exclusively by this 
method); second, to involve non-public school students in the area of 
the public schools served by the IPI program. Parents will have advisory 
capacity through the teacher aides and various reports will ask for 
their feedback. Parents will also have extensive opportunity for confer- 
ences with teachers in order to gain theii involvement. Participation 
will be made available to non-public school students, who will be bussed 
to the nearest public school to take advantage of such instruction." 

a. The extent of involvement of community groups is made clear. 



b. The groups to be involved are named. 



c. The goals of the community involvement are spelled out. 



d. The mechanism for involving parents is described. 



e. 'Hie mechanism for involving non-public schools is clear. 



X x . It is clear that funds will not be used for worship purposes 
"~~ unconnected with the text. 

g. Activities will take place on public property whenever possible. 



X h. It is clear what person will coordinate action with the commun- 
ity. 
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Wkaut otkeA cxitioUm might you. make. o<( the. community involvemejU p&cm? 
(Wame at l&aAt owe 6oA-ioiu> dt^idtency.) 



a. 



More involvement of parents could be obtained through an advisory 
council; "through the aides" is a little inefficient. 



b. Only the parents and non-public schools are mentioned, but there 
may be other community groups. 

c. There is no way of evaluating the community involvement mentioned 
or implied. 

d. No definite statement, is made about exactly how the non-public 
school students will participate. 

e. Is such bussing of non-public school students legal and if so, 
under what regulations? 
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Directions and Choices Following the Practice Exercise 



Baaed upon the &eZ&- evaluation o& youfi peAhonmance on the exe/uztie, 
you. have eithetii 

A. acceptably ±atti&ied the objective oi de&c/ubing the basic ele- 
ment/* oi project buppont activity plxuu and should now tuAn to 
thz po&t-te&t hound on page 16. 

Re&eAencei> ^01 additional. Heading aJie tUted on papa 16 o$ the Moduli Manual 

8. not *atit>hied the objective., and should Kead the. teuton text 
beginning on page., 10 and then neMo>di Exefici&e A on page 16. 
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Post-Test 



Vin&tioniii VleMe take. time to an&we/i axKelally the question* given below 
fallowing the 6peci^ic dOiectionb given. 



Complete the *entenc.e& below on the line pn.ovid.ed. 



1. The basic functixHi of an evaluation plan is to 



2. The basic function of a program audit is to 



An&weA T [J fine) ok F (Fo&ie) to each question below. 



3. A dissemination plan is essentially the same as a management inform- 
ation system in that it is an aid to project decision-making. 

4. One way to help demonstrate that the project has the ability to conduct 
an evaluation is to name the persons responsible for it and describe 
their skills in the proposal. 

5. A dissemination plan usually specifies the audiences that will receive 
information, but does not normally include a listing of the specific 
means of distribution to be used. 

6. An initial step in a program audit is a pre-audit critique. 

J. A program auditor should be specially trained and certified as such. 



0 

ERIC 



i9-s 



-27- 



Clficle the letter berfoVie a& many AJteM at, apply .fan the question below. 



8. What groups might be included as targets of a community involvement plan? 



A. Non-public schools personnel 

B. L& diversity consultants „ 
jC. Parents 

/D. The teachers' union 

' E. A local community action agency 

F. The school board'' 

9. A dissemination plan might help to distribute information to what persons 
or groups? 

A. Teachers in local schools not directly involved in the project 
operations • 

B. Local community groups * 

C. The personnel working for the project 

D. The project director 

E. A professional person in another state doing research in the project 1 
problem field. 

10. What elements might be included in an evaluation plan? 

A. A decision responsibility guide 

B. A listing of the tests to be used 

C. Procedures for reporting data in a final report 
I). Data analysis techniques 

E. A listing of the dates and locations of test administrations 

F. A financial audit plan 

G. A definition of the performance areas 



Twin the page and check 



I 9<y 



ft*. 
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Directions and Choices Following Lesson Post -Test 



VlAectlons: The connect ouSWqas to Lesson 6 post-test one listed down the 
night mangln. Check youn connect nesponses. ♦ ■ 

NOTE: 0n> questions 8-10. you must an&wen each Item connectly, that Is 
you may not nave, checked any choice utUch should not have, been chec&ed, 
on have. omitted manklng a choice which should have been manked. It mu&t be 
completely connect {on the question to be counted as connect. 



1 



VlAectlons: IjJ you answened eight on fiewen question* 
connectly, you have not acceptably demonstnated 
knowledge ofi project suppont activities and should 
select one on mone oj( the fallowing counses ojj 
action. 

1. Read the lesson text beginning on 
page 10.. 

2. Rewonk the lesson post- test. 



Coup let ion 



duiectwnsi I£ you answened nine on mone questions 
connectly, you iuive acceptably demonstnated knowledge 
ofi pnoject suppont activities. Re6enenc.es ion 
additional neading one listed on paqe 16 ol the 
Module Manual. 



Termination Instructions 



Tlus lesson on pnoject suppont activ.Uies U now 
completed. Lesson 7 entitled, "Developing the 
0Q.ta.iled Pnoposal" i* tlie w<?x' lesson In hie sequence 



T 



verify or attest 
the results of the 
evaluation conducted 
during, or at the end 
of, the project. 

2. deta :i the pro- 
cedures to be employed 
in assessing whether 
the project has 
achieved its goal and 
objectives. 

True/False 

3. F 

4. T 

5. F 

6. T 

7. T 

Matching 

8. (A) B (C) D (E) F 

9. (A) (B) C I) (1*0 

10. A (B) (C) (D) (K) 
F (G) 

Number Correct* 
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Introduction to Lesson 

This lesson contains the followii. 0 items. Make sure that each item 
is present before starting to work through the lesson. . 

Booklet containing the following items Page 

Introduction to lesson ...... l 

Overview and objectives 3 

Pretest 5 

Lesson abstract and content outline 8 

Lesson text 10 

Practice Exercises 1$ 

Post-test 32 
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Overview and Objectives 

OVERVIEW 

The previous lesson was concerned with the proposed project support 
activities associated with evaluation, program audit, dissemination, and 
coranunity involvement which mu f ,t be detailed in the Technical Plan component 
of the proposal document. 

This lesson is concerned with the development of the other two components 
of the proposal document- -the Management and Cost Plans. Two other topics 
of concern when developing the detailed proposal, grantsmanship and brochure 
writing are also discussed. 

The next lesson is concerned with preparing the final proposal document 
including sections such as: proposal abstract, legal assurances, target 
population description, special equipment justification, and community, 
school, and staff descriptions. 
OBJECTIVES 

The student in completing this lesson should be aisle to describe in 
detail the steps involved in the development of the detailed proposal, 
including Management and Cost Plans. The specific objectives of the Lesson 
are as follows: 

1. The student should be able to describe in detail the steps involved 
in the development of the Management Plan component of a proposal document. 

2. The student should be able to describe in detail the steps involved 
in the development of the Cost Plan component of a proposal document. 

20H 



" 4 " 

3, The student should be able to describe various legitimate grantsman- 
ship activities and brochure writing skills that are helpful in creating a 
quality proposal document. 
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Pretest 



! What nan.e is applied to that section fJ^^^A^ft 

^rssss^ 1 ^^^^' travel itinerary> 

materials to be secured? 

A. Management Plan 

B. Technical Plan 

C. Cost Plan 

D. Evaluation Plan 



2. 



3. 



D Evaluation rnui 



referred to as 

A. Negotiating skills 

B*. Contract negotiation 

c! Grantsmanship 

D. Sponsorship 



j final nroduction of the pro- 

art work often called? 



A Brochure writing skills 

B*. Contract negotiation 

C. Proposal management 

D* Sponsorship 



2'J$ 



Listed below, to be uAed OA tieApon&eA ion queAtLonA 4 to 7 , OAt iouA type* 
oi coaIa aAAoUated with the Colt Plan oft Budget ok a pnopoAal. ChooAe. the. 
leAponAe. which, but ailUa the. deilnitionA pneAenten. 



A. Indirect costs or overhead 

B. Direct costs 

C. Unallowable costs 

D. Total costs 

4. Costs of project support not easily determined by direct measurment , 
such as heat, light, electricity and custodial services 

5. Costs such as coffee breaks and honoraria 



6. Costs associated with overall functioning of the project, including 
Direct and Indirect Costs 

7. Costs charged to the project for items such as salaries and wages, 
travel, equipment and supplies 



Vox question* S to 9 Indicate. T (TViue) U you aqh.ee with the Atatement and 
F [ValAe] li you. do not. 



8. The Management Plan shows how much money it will cost to perform 
each major task of the project. 

9. The Management Plan will answer questions such as, "In what 
order will the proposed project tasks be performed? When will the 
tasks be performed?" 



Zonjiectly complete, the A entente below on the line provided. 



10. Costs for items such as personnel salaries, travel expenses, and equip- 
ment and facilities are exhibited in the proposal by the 



Tiifin the page and cheek youA anAweAA. 



Directions Following Lesson Pretest 



Directions: The. correct answers to Lesson 7 pretest are lilted dom 
the light margin. Check your correct responses. 



Directions: li you answered eight or AoweA quzstiont* 
correctly , you have not acceptably demonstrated 
knowledge oh developing the detailed proposal and 
should Head the lesson abstract and content outline, 
on pages 8 and 9. Then begin the. content presen- 
tation by twining to the. lesson text on page, 10. 



Multiple Choice 



directions : 1 6 you answered nine ok mole question* 
correctly, you have acceptably demon* fruited knowl- 
edge oh developing the detailed proposal and should 
nead the lesion abstract and content outline, on page 
8. Then i\ you desire, to skip the content pre- 
sentation you may do so by proceeding directly to 
the practice exercise on page 18. lh you do 
desire to read tnz content presentation. Win to 
page TO. 



1. 


00 


B C 


D 


2. 


A 


B (C) 


D 


3. 


CA) 


B C 


D 


4. 


CA) 


B C 


n 


5. 


A 


B (C) 


D 


6. 


A 


B C 


(Pi 


7. 


A 


00 c 


D 



True/False 



8. F 



9. T 

Completion 

10. Budget or Cost 
Plan 



Number Correct 3 



Lesson Abstract and Content Outline 

ABSTRACT 

This lesson identifies and elaborates upon several of the tasks in- 
volved in developing the detailed proposal. Included in these tasks are 
the nature and purpose of the Management and Cost Plans and the activities 
associated with the development of each plan. Also discussed are those 
special knowledge , skills , or technics (gained from experience with 
previous attempts to attain funding > which are brought to the proposal 
development effort to help ensure acceptance of the proposal. The two 
activities in this area are referred to as Grantsmanship and Brochure 
Writing. 
CONTENT OUTLINE 

A. In order to develop the Management and Cost Plans, the proposal 
team must generate the following information for each task or 
work package. 

o work breakdown structure 

o work flow 

o time estimates 

o resource needs and schedule 

o budget 

B. Once the work breakdown structure, work flow, time estimates and 
proposal schedule have been prepared, they can be consolidated 
into one section, labeled the Management Plan, or they may appear 
in different sections of the proposal. 

C. The information gained from the proposal team regarding costs of 
personnel, materials and equipment, facilities and travel is 
aggregated into a total cost estimate, budget or Cost Plan for 
the proposal project. 

21 1 
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D. The budget may appear in a line item or objectives -component 
format . 

1. In the line item format, resources and associated costs are 
classified by stated categories representing different resource 
types. 

2. In the objectives -component format; costs are aggregated for 
the accomplishment of each major project objective. 

E. The Management and Cost Plans should be explicit enough so that 
it is possible for the proposal reader to know exactly how the 
project team proposes to accomplish their objectives, under what 
schedule, with what resources, and how much it will cost to do 
so. 

F. Some of the many legitimate "grantsmanship" techniques that should 
be brought to bear upon the final integration of the proposal are 
as follows: 

o writing should be clear, logical, and easy to follow, avoiding 
jargon 

o local resources available for utilization in the project should 
be elaborated 

o evidence of comnunity resources and support of power groups 1 
should be highlighted 

o proposal should be addressed in terms of the Request for Proposal, 
priorities of the funding agency, or other appropriate guidelines 

o empirical studies supporting claims of problem existence and 
adequacy of proposal solution should be cited 

o previous related pilot studies hampered by inadequate funds 
should be mentioned. 

G. Many brochure writing skills such as format of cover pages, 
types of bindings, and graphics can result in a more clear end 
attractive proposal. 




I) 
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Lesson Text 



Introduction 

The three prior lessons have discussed the management activities 
associated with the development, of the Technical Plan of the overall pro- 
posal document. At the corresponding point in the development of the 
proposal some sections may only be sketched out in basic form and lack detail, 
while in other sections detail may have been developed. Some sections will 
reflect only a narrative presentation of the problem and its solution, with 
no supporting information relative to the schedule to be followed and the 
types of resources needed. There are still several tasks that must be 
accomplished in order to have a complete proposal document. 

The two primary tasks yet to be completed are the development of a 
Management Plan and a Cost Plan. In developing these sections of the pro- 
posal, it should be kept in mind that the total proposal will eventually 
serve as the basic reference document for the operation of the proposed 
project once it is funded. Although the various elements of the Management 
Plan may be treated in separate sections of the proposal, combined together 
they should exhibit the integration of project schedules, costs, and perfor- 
mance specifications (goals and objectives). 

Management Activities 

The development of both the Management and the Cost Plans can be 
facilitated by calling together the proposal development team and outlining 
the basic purposes of each plan, what it is and why it is needed. For each 
major component of the proposal, such as approach or procedure, evaluation 
plan, or dissemination plan, the proposal development team should supply 
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the following items: 

o a work breakdown structure detailing the major and minor work 
necessary to accomplish each objective 

o a work flow showing in detail the order of task accomplishment 
and milestones showing completion of significant proportions of 
the effort 

o time estimates for each individual task, as well as overall com- 
ponent time and total project time 

o a tentative detailed schedule, along with a statement of the person- 
nel, facilities, equipment, travel and materials that must be 
secured to meet the proposed schedule 

o a budget set up in matrix form and listing major objectives or 
work tasks on one axis and traditional budget categories on the 
other 

Each person or group of persons from the proposal development team 
should prepare such information and submit it to the proposal director for 
integration into the proposal document. All of the items secured from the 
team members, with the exception of the budget figures, can be consolidated 
into the section which presents the Management Plan. 

The amount of detail to be exhibited relative to the work breakdown 
structure, detailed work flow, time estimates and schedule, can not be stated 
exactly. Too much detail can overwhelm the person who reads the proposal, 
while too little leaves the reader without much information about exactly 
what will be done and when. It is often wise to check with the proposal 
guidelines to see what is requested or suggested. The proposal development 
team, with help from the proposal director, might want to set up their own 
criteria for detailed development of these items. 

Management Plan 

Once the work breakdown structure, work flow, time estimates and proposed 
ERJC 2 1 4 



schedule have been prepared, they can be consolidated into one section, 
labeled the Management Plan (or Section). The combining of such items into 
a single section is sometimes required in proposal development situations. 
On the other hand, these items might appear in different sections of the 
proposal. For example, the detailed work breakdown structure and work flow 
for the approach to be used might appear in the section of the detailed 
Technical Plan where proposed objectives and procedures are described. The 
project schedule might appear as a separate section itself. 

Regardless of how the information is finally assembled ,it is 
important to recognize that the several tasks associated with the development 
of the Technical Plan and the Management Plan, plus the preparation of the 
Cost Plan as it is outlined below, will form the complete or total project 
proposal. The management plan should be explicit enough so that is is 
possible for the proposal reader to know exactly how the project team pro- 
pqs/s to accomplish their objectives, under what schedule, with what resources 
and how much it will cost to do so, 

.* 

Cost Plan 

The infomiation gained from the proposal development team regarding costs 
of personnel, materials and equipment, facilities, and travel Vill^ have t& be 
aggregated into a total cost estimate, or budget, for the project. Local and/ 
or agency guidelines should be checked to determine if the budget is to be 
prepared in a traditional line item format or if it is to appear in an objec- 
tives-component format. In t!>e former case, the various needed resources 
are classified by stated categories, with supporting detail for each item, as 
requested by the funding agency. In the case of the ob jectives- component 

215 
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(sometimes called program) budget, costs are aggregated for the accomplish- 
ment of each major project objective or work task. These costs can be summa- 
rized at any level of the work breakdown structure. Components of the pro- 
posal, such as the evaluation plan, the dissemination plan, project adminis- 
tration, and other sections are, thus, cos ted out ana presented as items in 
the budget. Within each item, costs for personnel, travel, services, and 
so forth are determined for the achievement of that particular objective or 
activity of the proposed project. 

Expenditures for personnel, equipment, facilities and services obtained 
especially for the project are generally referred to as direct costs. Support 
costs of the larger organization housing the project such as space, electri- 
city, or heat in the building, are generally referred to as indirect costs . 
There are other costs, however, that often are not allowed in a proposed 
project budget. Examples are costs associated with entertainment coffee 
breaks, modification of space, and honoraria. 

The development of a Cost Plan using the traditional components budget 
matrix is given in Figure 7.1. The items on the horizontal (the row headings) 
are drawn from the work breakdown structure, while the items on the vertical 
(the column headings) are general categories from traditional budget formats. 

* 

Organizing the preparation of the budget in this manner allows the proposal 
development director to have in one place the information needed regarding 
the costs associated with each objective, as well as with the traditional 
budget categories. 

The illustration shows that it is estimated to cost $15,500 dollars to 
accomplish Objective A.l of the project. The total personnel costs of the 
project are obtained by adding across all objectives. In this case the 
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Figure 7.i--lllustration of Budget Matrix 



-\— — 


Mai or Goal 


• 




^"^JVBS Level 


Subobjective A 


Subobjective B 






Category ^ Sv ^ 




01 ■> i cc t"i vo A 7 


Objective B.l 


Objective B.2 


Admin. 


Total 


1. Personnel 


• 5,000 


30,000 


3,000 


4,000 


12,000 


34,000 


2. Benefits 


u00 




■ 


• 






3. Total Personnel 




• 










4. Materials and 
Supplies 


1,000 




• 






i 

J— » 


5. Services 


2,000 










i 


•6. Travel 


1,000 












9. Equipment 


500 












10. 'IOjAL 

11. Overhead or 

indirect cost 10% 


15,500 
1,550 










* 

• 


TOTALS 


17,050 













Notes: 1. Each category would have more detail to show justification 

2. Overhead for indirect costs) are costs not directly charged to project sucli as heat, light, and electricity. 
The amounts allowable are usually specified in guidelines or hy local business offices. 
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3 Costs not associated with any particular obicct've, but which cover all objectives, such as 

project manager's time, can be collected in the WBS under a general category labeled as Administration. 
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director's salary is shown as an administrative cost in the work breakdown 
structure. The overhead, or indirect cost , rate for the local school district 
involved in our example is 10 percent. Each district or funding agency would 
have its own figure. The proposal director should obtain the appropriate 
figure from" the school district finance officer or business manager and 
use it in the budget calculations. 

It is important to check, the cost figures with local officials such as 
business officers or managers. The purpose of this action is to make sure 
that personnel benefits are correct, salary increases are included if the 
project runs over into another fiscal year, service costs are appropriate, 
space or rental charges are approved, and so forth. This can be done 
on a rather informal basis by setting up an appointment with the appropriate 
person or by using the assembled budget as an agenda item for a team meeting 
with the business officer. 

Grantsmanship and Brochure Writing 

Once the three major components (Technical, Management, and Cost Plans) 
have been assembled, there are still some developmental tasks which have to 
be accomplished, though they are not quite of the sa:j?e character as many of 
the previous tasks. To a great degree they depend upon the proposal develop- 
ment director's experience with the total process of proposal writing and 
submission. They do not often show up on the work plan nor are they included 
in the developmental schedule. They consist of knowledge, skills, or tech- 
niques which may be brought to the proposal development situation by persons 
on the team or may exist elsewhere within the local school district. In 
either case, this knowledge has to be brought to bear upon the final inte- 
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gration of the proposal and have to be considered before the final writing 
and editing takes place. These knowledges, skills or techniques t e often 
referred to as grantsmanship and brochure writing . 

Some of the grantsmanship activities have already been introduced in 
previous lessons, such as the involvement of various caranmity members. It 
is appropriate to outline some legitimate techniques to insure proposal 
funding or approval. Examples of some of these techniques or principles 
are listed below: 

o The proposal should show a clear logic that can be easily followed 
by persons not fully informed about the substance of the proposal 

o The writing should be clear, concise, and avoid jargon 

o Ihe degree of local resources available for utilization in the 
project should be elaborated 

o Hvidence of community resources and the support of power groups 
involved in making the project plan should be highlighted 

o 'ihe project strategy should be clear from the plan 

o The plan should be addressed to the terms of the Request for 
a Proposal (RFP) , the priorities of the funding agency, or 
other appropriate guidelines 

o Hmpirical data should be used to support claims of the existence 
of a problem and the solution devised for it 

o Previous related pilot activities which have been hampered 
by lack of funds should be discussed in the proposal document 

o A sensitivity should be developed for the amount of money 
which a particular funding agency would be willing to spend 
on a specific project and the Cost Plan should be structured 
accordingly 

Brochure-writing skills are involved in activities associated with the 
final production of the proposal document and include decisions concerning 
the format of cover pages, types of bindings, quality of art work or other 
devices which are used to make the proposal attractive. Some funding 
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agencies require simple and inexpensive approaches, and it is wise to 
check before spending too much time and effort on an elaborate design. 

Summary 

A detailed proposal document consists of a Technical Plan, Management 
Plan and Cost Plan. The information contained in the Management and Cost 
Plans provides answers to these questions: In what order will the proposed 
project tasks be performed? When will the tasks be performed? What resources 
will be required? How much money will it cost to perform each major task of 
the project and to complete the entire project effort? The Technical, 
Management and Cost Plan sections of the proposal should be so interrelat- 
ed that it is possible for a proposal reader to know exactly what objectives 
are to be achieved, by what means, under what schedule, with what resources, 
and how much it will cost to do so. 

Before the proposal development effort is complete, certain knowledges, 
skills, and techniques often referred to as grant smans hip and brochure 
writing should be brought to bear upon the final integration of the propo- 
sal document. There are many positive aspects to utilizing these skills, 
and they can result in a proposal document of high quality. 
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Exercise A 



Vvtection*: te&ume ion. thi*. zxeAcUe that you. oKe a pKopotal dMctoh .who 
U attempting to complete, the budget ioK a pKopotal. Vou have. tde.nU&<.ed 
a numbeA orf co6t& which you want to Include in the budget but nave, not a* 
yet cloAAtdied them Into va/tiou6 categonteh. 

Luted below axe the 20 co6U which you have identified. On the next page 
i6 a line item budget into which you mutt place tkt&e 20 co6t6. 

Study the tut below caAefuUy. Then twin to the incomplete budget io*m 
on t/ie next page and place each coU into one oi the catego>u.eA hhown. 
Notice that t>omc oi the co6tt> have aVieady been enten.e.d 60 <w to gvte. 
you a iitaKt. 

When you have completed thu portion orf the. exeAcUe, tuh.n to page. Wand 
check youA antwesu. , _____ 



3. 
4. 
5. 

6. 

7. 

8. 
9. 

10. 
11 . 
12. 
13. 
14. 
15. 

16. 
17. 
18. 

19. 

:o. 



Office Supplies $ ^00 

Statistical Services «JO 

Electric typewriter n n Jcf 

Project Director ($13,000 base salary at 751 tune) 9,750 
Project Evaluat-or ($10,000 base salary, 3 months 

full time) 2 >°25 

Textbooks and Training Materials 400 

Training Director ($11,000 base salary, 6 months 

full time) • 5,500 

Benefits, 101 of salaries (excluding Consultants) 5,885 
Project Team Senior Assistant ($8,000 base salary 

full time) 8 >?°0 

Consultant (SlOO/day, five full days) 500 

Computer costs • ; • • ^00 

Project Secretary ($6,000 base salary, full time) 6,000 

Duplicating , 

Indirect Costs (10% of Total Direct) 4,48^ 

Project Team Junior Assistant ($7,000 base salary, 

full time) : 7 »°°° 

Trip to RBS, Philadelphia, for Training Director 80 

Total Personnel l?'o?S 

Total Direct 44 » 81 2 

Per diem, 1 day @$20/day 

TOTAL 4y,zy4 



9 
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Exercise A 



VixecXiom, : Tkti aj> the budget ^oxm which you. axe to complete cl6 pant otf 

EXQACAAll A. 

Put one oi the budget Item ixom the pieviou* page on each otf the line* 
provided. 



Line I tan Format Budget 



Items Cost Line item # 
I . Personnel 

A. Project director (#4) $ 9,750 1 

B. Secretary (#12) 6,000 - 2 , 

C 3 

D. 4 

E. 5 

F. : 6 

G. .... 7 

Sub-total for personnel costs 8 

II. Benefits (#8) 3,885 9 

III. Total personnel (#17) 43,260 10 

IV. Materials and supplies 

A. Office supplies (#1) 200 11 

B. 12 

Sub-total for materials and supplies 13 

V. Services 

A. Statistical services (#2) 200 14 

B. 15 

C 16 

Sub-total for services 17 

VI. Travel 

A. Trip to RBS (#16) 80 18 

B. 19 

Sub-total for travel 20 

VII. Equipment - lilectric typewriter (#3) 2.1 

VI II. Total Direct Costs (#18) 44,812 22 * 

IX. Indirect Costs (#14) 4,482 23 

X. Total costs (#20) 49,294 24 
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Exercise A - Solution 



Vln&ctioni : Cfiecfe yovJi an6mn6 fam the. pizviou* page, uiUh the, solution 
give.n beJtou). When you. have. compteXeA chicking youA. Aotution, go to the. 
n&xt page, lot the. dOizctionA to ExeAcl&e. 8. 



Line Item Format Budget 



Items - Cost Line item # 



I . Personnel 

A. Project dire( cor (#4) • $ 9,750 1 

B. Secretary(#12) 6,000 2 

C. Training VaAzcXok (*7). 5, .500 3 

V. PtOjexLt Texan Sinco* A644At/mt (#9) 8,000 4 

B. Vfiojact Team Junto* totUtant 1*15) 7,000 5 

F. Pioj'zct Evaluatoi i#S) 2,625 . 6 

G. CoMuteant (#10) 500 ' 

Sub -total for personnel costs 39,375 8 

II. Benefits (#8) $ 3,885 9 

III. Total Personnel (#17) $ 43,260 10 

IV, Materials and Supplies 

A. Office Supplies (#1) $ 200 H 

8. UtfbookA, dt.c. i#6) 400 12 



Sub-total for materials and supplies » ° uu 

V. Services 

A. Statistical services (#2) $ 200 14 

8. VupUaation (#!3) 200 1S 

C. Compute* Co6U [#11) 200 16 

Sub-total for services $ ^00 17 

VI . Travel 

A. #16 $ 80 18 

ft, pcA dim 20 19 



Sub -total for travel $ 100 20 

VII. Kquipment - Hectric typewriter (#3) $ 352 21 

VIII. Total Direct Costs (#18) $ 44,812 22 

IX. Indirect Costs (#14) 4,482 23 

X. TOTAL Costs (#20) *>,->.* $ 49,294 24 



Exercise B 



Vinzction*: p>iopo&a£ dinzcton, you look at thz Una-item budget. ju*t pn.z- 
*zntzd on thz pnzviou* page, and dzcidz that you. would like, to bKzak down thz 
co*tt> iot thz vantou* item by aA&ijgning co*tt> to thz iouK ta*k* which youA 
pnojzct wilt involve.. 

On thz fallowing pagz l& a fanm fan. making *uck an objzetiveA-componznt 
fanmat budgzt. you anz to yjUL in alt blank *pacz* with a co*t iigufiz. 
Somz OjJ thz *pacz& havz bzzn complztzd to givz you a *tant. 

Thz item li&tzd below havz co*t* which anz to bz ahhigneA to a ipz^ci^ic ob- 
jzctivz. A**ign thzt>z co*t& only to thz obj'zctivz indicatzd. 

All othex individual item co*U okz to bz pno-Kated among thz faun. ta*k* 
zxczpt koK BznzAitA which i* calculatzd a* 10% oi VeAAonnzl co*t* and thz 
6 ub- to tall and totals line* which okz faund by adding thz appKopnlatz num- 
beM in thz column*. 

Study thz lii>t below and then pnoczzd to complztz the. blank *paczs in thz 
fanm provided on thz nzxt pagz. Rz&eA to pagz 20 Ion. colt* o^ item not 
lutzd bztow. 

Remzmbzn. that thz total* mu*t zqual tho*z givzn. Be *un.z to chzck youn. 
additio n . : 



Items assigned to one task Cost Task 



I . Personnel 

C. Training director $ 5,500 B.l 

F. Project Evaluator 2,625 B.2 

G, Consultant 500 A.l 

V. Services 

C. Computer costs 200 B.2 

VI . Travel 

A. Travel to RBS 80 B.l 

B. Per diem 20 B.l 



Exercise B- -Solution 



ViAe.ction&: On the mxt page, lis a buggthttd solution to tku> ex- 
e.icUe. IhoAz will pnobably be 4ome mino*. dt^eAencea between 
and the solution you deJuivexL due. to Hounding zajioha , mbnoK addition 
cawm, and 4o on. HowveA, thzy bhauJtd be niahonably cjLoaz. A 
cU^eAence In any orf the. ilgu>u>A at the. bottom o& tkz column* of 
ovex ten dottasu [$10) probably meant you should fiecheck youK {i- 
gun&A. Vay tp&cial attention to wktthvi you aitlgned co&tA aAAod- 
atojd with a 4peet£te. objective, to that ob/ecttve. 

When you have, completed evaluating youn. 6olution&, twm to Ex- 
encUe C. 



/ 

/ 



Work Breakdown 




Project 

> 


Goal 






"^^^^ Structure 


Mission A / 


Mission B 


Total • 


Items 


Task A. 1 


Task A. 2 


Task B.l 


Task B.2 




I, Personnel 

A. Project Director 

B. Secretary » 

C. Training Director 

D. Project Team Senior Assistant 

E. Project Team Junior Assistant 

F. Project Evaluator 

G. Consultant 
Personnel sub-total 


2,437 
1,500 

2,000 
1,750 

• 500 
8,187 


2,438 
1,500 

2,000 
1,750 

7,688 


2,437 
1,500 
5i500 
2,000 
1,750 

13,187 


2,438 
1,500 

2,000 
1,750 
2,625 

10,313 


9,750 
6,000 
5,500 
8,000 
7 000 
2,625 
500 
39,375 . 


II. Benefits (excluding consultant) 


768 


768 


1,318 


1,031 




III. Total personnel costs 


8,955 


8,456 


14,505 


11,344 


43,260 


IV. Materials ft Supplies 

A. Office supplies 

B. Textbooks 

Materials and supplies sub-total 


50 
150 


50 

i fin 

150 


50 
100 
150 


50 
100 
150 


200 
Ann 

600 


V. Services 

B. Duplication 

C. Computer 
Services sub-total 


50 
25 

75 


50 

L 3 

75 


50 
75 


50 
25 

La %i 

200 
275 


200 
100 
200 
SOO 


v l • i rdve x 

A. Trip to RBS 

B. Per diem 
Travel sub-total 






ow 
20 
100 




80 
20 
100 


VII. t^UipiUcut ClC^CJLi-V. L^cniiLCi 


38 


88 


88 


88 


352 


VIII. Total Direct. Costs 


9,268 


8,769 


14,918 


11,857 


44,812 


. — 

IX. Indirect costs (10% of Direct Costs) 


927 


877 


1,492 


1,186 


4,482 


X. Total 

l : — ' 


10,1^5 


9,646 


16,410 


13,043 


49,294 
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Exercise C 



Vvitctlons: As ptioposaJl dttecton you nevlew the. funding agency' & guldeJUnes 
and discover that thiy MJL not giant iunds fati such a pfiojtct In excess otf 
$35,000. This mzans that you will have, to lind some, method oi getting youK 
budget uuthln the, $35,000 cost lljmit. 

Below tUt youK suggestions fan Kzduclng the budget to the. Limit given. 
Thcic li no one coHKcct ptwceduAe ^ok accomplishing this task and no 
nesttilctlons on hovs you ah.e. to modify the. budget* except ttie. logic o<J the. 
situation. StveAal suggestion* fan. deducing the. costs hoi the, proposed 
project a/ie. provided on the. next page.. 

List youn. suggestions betovo and then tunn to the next page to compa/ie. youK 
solutions with the ones suggested. 
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Exercisc C- -Solution 



ViAcctionA'- Lilted beZoui atie. tome tuggeAted way* oh reducing the. budget. 
Ml ok. 6omd combintation oA tke^e, might be. employed to obtain the. duiie,d 
amount ($35,000). Vou might aJuo have, de.vl&ed way* to cut coAtd which have, 
not been Luted. Iw any ccu>e., the. impact of <uxch Ke.ducti.on thoutd 6e casfo- 
iully con&ideAed. Twin the. page when ^inUhed. 



I. The most obvious way of producing all or a substantial part of the required 
budget cut is to eliminate one or more of the tasks. This is one of the 
advantages of an objectives -component budget. This kind of budget lets 
. you see what each task or work package costs. Thus you can drop the least 
important of the tasks and proceed to work with the budgets of the remain- 
ing ones. 

1 1 . Personnel 

A. Project Director's time contribution could be cut to 1/2 or 1/4 time 
assuming he would be performing the management function of directing 
the project effort along with his other duties. 

B. Training Director's time could be cut to three months fulltime. 
This would mean an overall reduction in the time allocated for 
training . 

C. One Team Assistant position could be cut and the other's time 
commitment reduced. 

D. The Project ^valuator's position could be eliminated. His duties would 
then be incorporated into the responsibilities of one of the other 
positions or some contributions could be secured from evaluators hired 
by the school system. 

III. Materials $ Supplies 

A. Office supplies for the project might be provided by the schools in- 
volved out of their general supply fund. The cost would then be ab- 
sorbed into the project indirect cost figure. 

B. Textbooks and Training Materials might be supplied by RKS in exchange - 
for a report evaluating their effectiveness. A separate contract 
would have to be negotiated for this purpose. 

IV. The Training Director could ask his question of RBS via telephone instead 
of a trip. 

V. The typewriter could be provided by the school. 
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Exercise D 



An important component o<( .the. pnopo&aZ document i& the Management 
Plan, lifted below aAe &evenal hecJUond and/ on topic* which might be 
included in tha component, Ma/ik thote item* which one. mo6t likely 
to be included in a Management Plan with an "M", thohe item* which 
would be opt ional, to include with an "0" , and tho&e item* unlikely 
to be included ui the Management Plan with a "U", 



A. 


Work breakdown structure 




B. 


Project organizational chart 




C. 


Responsibility guide 




D. 


Budget 




E. 


Work flow diagram 




F. 


Proposed schedule 




C. 


Needs assessment 




11. 


Project personnel descriptions 


or vitas 


I. 


Audit plan 




J. 


School district organizational chart 


K. 


Facilities descriptions (e.g., 


Library) 


L. 


Internal reporting procedure 





° ') 



-28- 



Exercise D- -Solution 



An important component oh the pnopoial document i6 the Management 
Plan. LUted below axe *evenal 6e,ctlon& and/ ok topic* vikich might 
be included in thU component. Monk tho*e Item which aKe mobt likely 
to be included In a Management Plan with, an "M", tho/>e Item whicn 
would be optional to include with an "0" , and thote Item unlikely 
to be included in the UanaQemejnt Plan with a "U". 



M 


A. 


Work breakdown structure 




M 


B. 


Project organizational chart 




0 


C. 


Responsibility guide 




u 


D. 


Budget 




M 


E. 


Work flow diagram 




M 


F. 


Proposed schedule 




U 


G. 


Needs assessment 




M 


H. 


Project personnel descriptions 


or vitas 


U 


I. 


Audit plan 




0 


J. 


School district organizational chart 


0 


K. 


Facilities descriptions (e.g., 


Library) 


0 


L. 


Internal reporting procedure 
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Exerci.se E 



In uoua capacUy o* ?Jiopo&al VaJkloXok, you toe ^cetued tU 
AoULovLq meSVwm the Superintendent orf SchooU. Oi the utouZu* 
lusted, *«e «tt pe^omed In the nojmal cotme d 
pKopoial, tome thouZd be abandoned and tome an.e ukat mu U gwcd 
OuEtomwkLp aoZLv+Uu. CUUe tho&e ukich you tkuik £aiZ into the 
cateQOny oi Gfiant&mantikLp . 



TO: Proposal Project Director. 

FROM: Superintendent of Schools 
SUBJECT: Development of the Proposal 

The following list of proposal development activities were 
suggested during our conversation last Friday. 

1. Arrange to have the final proposal document bound with an 
attractive cover. 

2 Call the program director in Washington to discuss specific 
procedures as outlined in the agency guidelines. 

3. Once contact is made with the agency's Washington of f ice , 
call the program director once a week to inform nun ot your 
progress . 

4. Play golf with the program director wher he visits the site 
of the proposed project. 

5. Include detailed empirical data regarding the problem defini- 
tion in an Appendix. 

6. Include letters of support for the project with the proposal 
document . 

7 Be sure to use jargon familiar to the funding agency, especi- 
ally that contained in the Request for Proposal (RFP) . 

r shall look forward to periodic reports on the progress of the 
proposal development effort. 



Exercise E- -Solution 



Suggested activMe* one., .two, iouA, and izven nay be. turned 
G*ant6man&lup aetivitLu. UumbeM iive. and Ux would ocem in the 
nomal couA&e otf developing tkt ptopo&al. SuQgt&tion 3 should be. 
dUcaAdtd 06 an uwii&e. p/taettce ante** the funding agency 6pexil£lcalty 
ne.qu.eAti> &uch an aMangement. 
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Directions and Choices Following the Practice Exercises 



Bated upon the &eti~ evaluation oi youK peAioAmance. on the. exeJicUu, 
you. nave. eitheKi 

A. acceptably &ati&iied the objective, oi detcAibing In detail the 
4tep6 involved in cheating the Management and Co&t Plan* oi a 
ptiopotal document, and should now Win to the po4t-teAt iound 
on page 32. 

RerfeAenceA ion. additional /Leading one tUted on page 16 oi the Module Manual, 

8. not 6atUiied the objective., and hhould lead the hectian oi lehton text 
on the Co6t Plan beginning on page 12 and then Kewonk any exQAciAe* 
you did not &olve tatitiactonixy. 




Post-Test 



QiKicXXonhx Plvue. take, tint to atwoeJi axA&iully the question* given below 
fallowing the. 6pejU$ic dvie.c£ion& given. 



Lilted below, to be. uitd at fieApon&eA Ion aueAtionA 1 to 4, aAe. iouA type* 
oi ojottt, cu&oeiated with the. Co6t Plan on. Budget o< a ptopotal. Chooie. the, 
KeApon&e. which but 4 acts the. dtlinition* pfieAented. 



A. Indirect costs or overhead v 

B. Direct costs 

C. Unallowable costs 

D. Total costs 

1. Costs charged to the project for items such as salaries and wages, 
travel, equipment and supplies 

2.. Costs associated with overall functioning of the project, including 
Direct and Indirect Costs 

3. Costs of project support not easily determined by direct measurment, 
such as heat, light, electricity and custodial services 

4. Costs such as entertainment, coffee breaks, construction of build- 
ings and honoraria 



Cindte. the. leXteA oi the. but ant>weA ion each oi the. fallowing question*. 



5. What name is applied to that section of the proposal detailing the work 
breakdown structure, time estimates, tentative schedule, and statement 
of personnel services, facilities, equipment, travel itinerary, and 
materials to be secured? 

A. Management Plan 

B. Technical Plan 

C. Cost Plan 

D. Evaluation Plan 
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6. What are the activities associated with the final production of the pro- 
posal docunent including decisions concerning cover pages, binding, and 
art work often called? 

A. Brochure writing skills 

B. Contract negotiation 

C. Proposal management 

D. Sponsorship 

7. Special knowledges, skills, and techniques brought to the proposal develop- 
ment situation in order to help ensure funding for a project are often 
referred to as: " 

A. Negotiating skills 

B. Contract negotiation 

C. Grantsmanship 

D. Sponsorship 



Von question* S to 9 indicate. T (Uue) U you cu}i<L& mXk the. htatemint and 
V (Fat&e) li you do not. . 



8. The Management Plan shows how much money it will cost to perform 
each major tasx of the project. 

9. The Management Plan will answer questions such as, "In what 
order will the proposed project tasks be perforated? When will the 
tasks be performed?" 



CohAdMy complete, the. tentejiie below on the tine, pioviddd. 



10. Costs for items such as personnel salaries, travel expenses, and equip- 
ment and facilities are exhibited in the proposal by the 



TuAn the page and ch&ck youA an&u)eAA. 
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Directions and Choices Following Lesson Post-Test 



ViJiectionh : The coHAtct aMvieM to Le64<w 7 po&t-te&t ohjl tUted down the 
flight moAgin, Check youK cohKcct mpon&eA. 



Vixejctionbi Irf you an&weAed etght ofi &w)eA question* 
conAejctly, you have not acceptably demonAtwuted know- 
ledge, ol developing the, detailed pttopotaJt, and should 
select one ok mole oh the. {olXxMbng couh^eh o£ action, 

1, Read the, leA&on text beginning on page. 10. 

2. Rwonk the. JLmon po&t-teAt. 



VinectionA: 1(5 you an&wefied nine., on. mone question* 
conxectly , you have, acce.pta.bly demonitAated knowledge 
oj[ developing the detailed pKopotal. ReleKenceb ioh. 
additional leading aKc Luted on page. 16. o$ the. Module 

Manual* — — 



Multiple Choice 

1. A (B) C D 

2. A B C (D) 

3. (A) B C D 

4. A B (C) D 

5. (A) B C D 

6. (A) B C D 

7. A B (C) D 
True/False 

8. F 

9. T 

Completion 

10. Budget or Cost 
Plan 



Number Correct * 



Termination Instructions 



Thu Itebon on developing the detailed piopotal t& nou) completed. 
Le64>on 8 entitled "PiepajUng the final ?fiopo6al Document" l& the next 
le&&on in the sequence ; , 
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Introduction to Lesson- 



This lesson contains the following items. Make sure that each item 
is present before starting to work through the lesson. 



Booklet containing the following items 

Introduction to lesson 

Overview and objectives 

Pretest 

Lesson abstract and content outline . 

Lesson text 

Practice exercise 

Post-TesC 





LESSON LOCATION CHART 




LESSON 4 

Proposed Project Goal 
Definition 



Planning Phase 



LESSON 1 




LESSON 2 1 


Proposal Development, 




Proposal I 


School Planning, & 




Planning 1 


Project Management 







Operations Phase 



1 LESSON 5 




LESSON 6 1 


1 Proposed Project 




Proposed Project 1 


I Approach 




I Support Activities 1 



Preparation Phase 



LESSON 3 

Proposal 
Preparation 



LESSON 7 

Developing the 
Detailed Proposal 




LESSON 8 

Preparing the Final 
Proposal Document 
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Termination Phase 

LESSON 9 

Proposal 
Termination 



Module 




Impr ;vement 




Form 






Overview and Objectives 

OVERVIEW 

The previous lessons have been concerned with the development of the Manage- 
ment Plan, Cost Plan, and Technical Plan components of the proposal document. 

This lesson presents the various management activities necessary for 
organizing and preparing the final proposal document. Several additional 
sections for inclusion in the document are discussed, and procedures for 
organizing, editing and a final review are discussed. The completion of these 
activities represents the ending of the operations phase of Jie proposal 
development. 

The next lesson is concerned with terminating the proposal development 
effort or project. Topics of discussion include proposal document submission, 
proposal negotiation and contractual arrangements, and closing-out proposal 
development . 
OBJECTIVES 

The student in completing this lesson should be able to describe the 
activities involved in preparing and incorporating components such as the pro- 
posal abstract, legal assurances, target population description, special equip- 
ment justification, and community, school, and staff descriptions into the final 
proposal document. 'Hie specific objectives of the lesson are as follows: 

1. The student should be able to describe the role of the proposal director 
in managing the preparation of the final proposal document. 

2. The student should be able to describe the activities involved in 
preparing components such as the proposal abstract, legal assurances, 
target population description, special equipment justification, and 
community, school, and staff descriptions. 



Pretest 



VvLtcZlonii : PleaAe, take, time, to an&weji caAe^ulXy the, question* given below 
fallowing the &pe.<Uilc dLUiectlon* glve.n. 



C-iAcle. the leXtQA. otf the. beAt an&voeA faK e.ach o& the. fallowing question* : 



1. Who has the responsibility of assuring that the time schedule is kept 
so as to avoid having the proposal project personnel work overtime 

at the last minute? 

A. Superintendent 

B. Proposal Director 

C. Secretary 

D. Project Staff 

2. To what basic group do the goal and objectives of the proposal project 
refer? 

A. . Board of Education 

P. Community, School and Staff 

C. Superintendent of Schools 

D. Target Student Population 



foi t>tAtementt> 3 tknougn 8 wuXe, T (Puie] l& you agK.ee. Mh the. At/itement , 
and F {FalAd} 1& you do not. 



3. Certain unusual or special items of equipment which have been listed 
in the Budget or Cost Plan should be described separately (in a 
separate section) in detail. This discussion should include infor- 
mation about special features of performance, and repair and service 
needs . 

4. Staff qualifications and school and community descriptions are elements 

of the proposal document which the funding agency considers important 
in assessing the capabilities and qualifications of both the school and 
the community to handle the project. 



5. T he major components of the final proposal document vary widely 
from agency to agency. 

6. A poorly typed and duplicated proposal can often negate all of the 

efforts of the proposal development team. 

7. Internal review and the acquisition of formal approvals should be 

carried out after the final proposal document is approved. 

8. An important facet of Grantsmanship is learning about both implicit 

and explicit criteria which will be used by the funding agency in 
evaluating the proposed project. 



Vok i£.mt> 9 and 10 cgmptzX:e. the. hollouoiviQ AtatemzntA . 

i ^ 

9. The section of the final document which includes statements about 
racial or sexual discrimination, equal employment opportunity, and 
protection of human subjects is termed 



10. A brief description (one or two paragraphs) of the proposed project, 
emphasizing the major objectives and procedures making up the 
project is called the , 



TuAn the. page, and diccfe 
tjouA ayU>u)eAA 



> 4 . 
1 



Directions Following Lesson Pretest 



Vinectiom : The conxzct an&u)eA& to Lz66on 8 puztzbt axe lUted down the 
hJight mcuigln. Check youfi cofOvncJt iZApon&ZA. 



ViA.zctiom>: l& you. an6vcoAed tight ok hzu)ZK queitionA 
conjunctly , you ha\>z not acczptably dzmonbtxated knowl- 
edge o$ phzpaxing thz ilnal proposal document and should 
fizad the. lesson ab6.Via.ct and content outline, on pages 
7 and 8. Then begin the. content presentation by 
twining to thz lesson text on page 9. 



Multiple Choice 
'1. B 
2. D 

True/False 



Directions : If$ 'ou answered nine on. mow questions 
correctly, you h z acczptably demonstrated knowledge 
oi preparing thz ilnal proposal document and should 
read the lesson abstract and content outline on page 
7. Then l\ you desire to skip the content presen- 
tation, you may do so by proceeding directly to thz 
pracXice zxzrdsz on page 18. H you do define to 
read the content. ph.eMentatX.on , tuAn to page 9, 



3. 


T 


4. 


T 


5. 


F 


6. 


T 


7. 


F 


8. 


T 



Completion 

9. Legal Assurance 



10. Abstract- 



Number Correct 3 



Lesson Abstract and Content Outline 



ABSTRACT 

This lesson discusses the activity of managing the preparation of the final 
proposal document. Included are discussions of the proposal abstract and legal 
assurances, target population, special equipment justification, and comnunity, 
school, and staff descriptions. Hie role of a proposal director in this 
activity is also specified. Considerations which may arise during the com- 
pletion of this task concern the special forms requiring signatures, and the 
final typing, editing, and internal review processes. These are all managec^nt 
areas with which the proposal director must be concerned. 
CONTENT OUTLINE 

A. Preparing the final proposal document involves incorporation 
previously detailed components (the Technical, Management, and 
Cost Plans, and other sections required by the funding agency) 

into a final proposal document, allowing adequate time for revision, 
editing, and proofing. Typical sections required are proposal 
abstract; legal assurances; target population description; special 
equipment justification; and community, school, and staff descriptions. 

B. The proposal director's management tasks may be simplified by 
observing several precautions. 

1. Follow work schedules closely to avoid a rush to meet, the sub- 
mission deadline. 

2.. Involve the proposal team in "mopping up" activities. 

C. The proposal di rector must prepare, or supervise the preparation 
of several additional proposal components. 

; ,1. A p rop os al ahs t ract provides a brief description of the proposed 
project. 



v 



2. A legal assurances section must be compiled, presenting assurances 
(signed by proper school district officials) related to racial 

or sexual discrimination, equal employment opportunity, invasion 
of privacy, etc. 

3. Mother section should detail the target population , relating the 
goals and objectives of the proposed project to the needs of the 
target population. 

4. A special equipment justification section provides detailed infor- 
mation on certain special items of equipment, including perfor- 
mance, features, repair and service requirements, etc. 

5. Comnu nity School and Staff Des criptions provide vital details 
about facilities and staff qualifications . 

Assembling the final document ofteyt* requires already existing components 
to be rewritten according to specified funding agency formats. Some 
funding agency formats dictate a particular sequence to the proposal 
components, or specify signatures of proper officials in designated 
places . 

Final typing and editing must be fully provided, so that the proposal 
team's efforts show to full advantage. 

^ internal review is suggested, in which "working" copies of the 
proposal document are circulated to key school district personnel, . 
with time available for final revision. 
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Lesson Text 

Introduction 

At this stage of the proposal development project the proposal develop- 
ment team, under the direction' of the proposal director, should have prepared 
preliminary detailed drafts of the several sections of the Technical plan, plus 
the Management Plan, and the Cost Plan (or Budget). These components now 
have to be incorporated into the final document, along with the several 
supporting sections that: might be required by the various funding agencies. 
This lesson presents the various activities which have to be managed in order 
to bring the proposal document into its final form. 

J 

The Proposal Director's Role 

The management tasks at this time can be complicated by any one of 
several possible situations. One might be that the deadline date for sub- 
mission is close at hand. If the schedule is allowed to slip too much, this 
. often means that a flurry of activity might take place, with personnel working 
late hours or overtime in order to have the total final document ready before 
the deadline. This illustrates the importance of planning a schedule in the 
proposal development Planning Phase and adhering to it in the Operations Phase. 
A second possibility is that the team may now feel that their primary effort 
is done and leave the "mopping up" of the final sections to you. Using the 
task force to review and edit typed sections of the proposal, and encouraging 
/ their participation in internal review and approval sessions, will help to 
eliminate this possibility. Another possible situation may arise from the 
desire of a team member to "polish" his section of the proposal until it meets 

ERIC . <52 
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his personal and professional standards. Hie proposal director will have to 
work with such persons so as to achieve their satisfaction, while insuring 
that the total effort is not delayed because of the delay in producing a part 
of it. 

If not previously developed or written, there are. several sections of 
the proposal still to be prepared. The task of the proposal director is to 
prepare them, to have members of the proposal development team prepare them, 
or to have appropriate offices in the school district prepare them under the 
guidance of the proposal director. 

Proposal Abstract 

One of the tasks to be performed is that of preparing an abstract of the 
proposal. The basic function of the abstract is to provide a brief description 
of the proposed project, emphasizing the major objectives and procedures. In 
some cases this abstract may have to be prepared on a single page and in a 
specified format. At most, an abstract should not be more than two pages in 
length. A properly prepared abstract will give the reader of the proposal a 
quick summary of what the proposed project is all about. The same abstract 
might also serve as a description of the project once it is funded, and as 
such can be used by the IiRtC (Hducational Resources Information Center) informa- 
tion storage system, which serves to inform a large educational audience of 
what the project is all about. The abstract typically follows the title page 
and/or signature page of the proposal document, and proceeds the technical 
and other plan:, previously developed. 

* •'-> .i 
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Legal Assur a nces 

One of the more recent developments in the proposal process is the pre- 
paration of what is called a legal assurances section . Most federally 
funded projects, and many state funded projects, require such sections, covering 
items like the following: 

o racial or sexual discrimination 
o equal employment opportunity 
o invasion of privacy 
o minimum wage rates 

o projection of human subjects in research 
o accountability for federal funds 

o conformity with local wage, travel, and consultant policies. 
Such assurances may have to be written, but most probably they exist as funding 
agency supplied preprinted forms or statements (sometimes called "boiler plate") 
with several appropriate blanks to be filled in or completed for each proposal. 
Signatures then have to be obtained from persons authorized to sign for the 
district. In some cases persons such as the school board president may have « 
to sign, in which case he or she would have to be contacted. The placement of 
the assurances section varies in the final document. Sometimes it is an early 
section in the body of the proposal document, and sometimes it is in an appendix. 
It is also possible that such assurances might not be asked for as part of the 
request, for a proposal, but would be included in the final contract once the 
project is approved. 

Target Popula t i on 

Another section which you will have to have prepared is one providing 
a description of the target population. It is possible that a draft of this 
section may have been developed as part of the Technical Plan. Tf so, it can 
be put into final form at this time. If not, this section should be prepared now. 

ERIC 
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The goals and objectives of the proposed project are addressed to the needs 

» 

of a target population. Hie description of the target population is derived 
from the needs assessment information which caused the project to be planned 
initially. The target population sample, if one is to be used, should be 
described in as specific terms as possible. In most cases the proposal will 
deal with all of the students of the target population, but there are situations 
when resource and time constraints result in a narrowing of the project down 
to a sample of the total student population. If so, this fact should be 
clearly stated in this section, and the criteria by which the sample was 
selected should be justified by reference to standard statistical procedure 
or to specific standard reference literature. 

Special Equipment Justification 

In the development of the cost plan certain unusual or special items of 
equipment may be listed which require detailed justification. Such justifi- 
cation may be explained in a separate section of the proposal document. The 
features and performance of the equipment must he carefully specified, including 
repair and service requirements. The commercial availability of such materials 
must be determined. Information with regard to prices, cost of possible 
service contracts, and rental costs, needs to be secured. A final decision then 
has to be made as to which brand or type to purchase. This decision must also 
be justified mid documented. Frequently the funding agency will require proof 
of competitive bidding. 



ERIC 
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Cownunity, School and Staff Descriptions 

Another task to be completed is that of writing that section of the 
proposal which provides supportive and descriptive information and data about 
key project personnel, school, and community. Each major professional person 
may have to supply a brief personal biography outlining his educational and 
professional qualifications for the position he is to hold on the proposed 
project. This information is important, since project approval often depends 
upon a judgement of the degree to- which the project core staff is capable of 
carrying out the project. Descriptions of the school and conmunity are equally 
iimportant in many instances, since the facilities available in both places may 
be a key to project success. Library facilities, overall staff qualifications, 
and geographical location for consultant availability may become important 
considerations in project approval. These descriptions should be carefully 
prepared, in order to accurately present the qualifications and capabilities 
of both the school and community to handle the project. If .such supnorting 
evidence is lacking in any way, common practice is to utilize the services 
of consultants with unquestioned reputations in the appropriate areas. 

Ass embling the Fina l Documen t 

Ai about this time in proposal development, the proposal director is 
ready to have all of the plans and supporting sections pulled together into 
a final proposal document. liven though all the sections may have been prepared, 
certain data in them may have to be rewritten to conform to specified funding 
agency formats. Usually there are specified formats for the cover or front 
pages which show items such as title, submitting agency, and project director, 
and which have places for authorized signatures. In some cases a budget 

■ > - 
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summary page may be required in addition to the more detailed cost plan 
included in the body of the proposal document. 

The proposal director should check on the format required by,, or most 
accept able to, the funding agew . The funding agency may request that the 
various parts of the proposal oe assembled into a particular sequence. The 
major components of a proposal, however, tend not to differ greatly from 
agency to agency. The proposal director may want to distribute to the pro- 
posal development team a list or format outline like the one below, and to 
describe or discuss the nature of each component. 

1. Title and signature page 

2. Abs tract 

3. Technical Plan 

a. Needs assessment 

b. Goals and objectives 

c. Procedures or strategy 

d. Rationale 

e. Evaluation plan 
L'. Audit plan 

g. Dissemination plan 

h. Community involvement plan 

4. Management Plan 

a. Project organization chart 

b. Schedules 

c. Project personnel descriptions and 

d. School and community descriptions (including facilities an.1 
services) 

5. Cost Plan or Budgets J / 
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Regardless of specific format requirements or type of proposal being de- 
veloped, these are the basic components recognized to exist in some form 
or another in nearly every proposal. These components and their functions 
should be familiar enough to the proposal director and the develoranent team 
that they can be automat ica I ly incorporated in the final writing of the 
proposal . 

Final Typ ing and I-diting 

From a management viewpoint you are now ready to begin one of the most 
overlooked, and often time- consuming tasks that can take place in the 
proposal development process. That task is the editing of the several sec- 
tions, hauing them typed in final copy, proofing the copy for errors, 
omissions and missing .data, and making arrangements to have the document 
duplicated in the required number of copies, including file copies and a 
supply for later use by project personnel. The final appearance of the pro 
posal document reflects back upon the proposal development team and their 
of forts. Regardless of how well conceived and organized, a poorly typed 
and duplicated proposal can often negate all of those efforts. It might be 
wise to consider the utilization of an editorial specialist to review the 
several sections as they are prepared for final typing. Lvnough extra copie 
should be kept, to satisfy later requests from other schools for samples of 
success ful proposals. 

Into i lia 1 Rev iew 

One step that might be undertaken prior to the duplication of the 
final copy is to have an internal review of the proposal by key persons in 



-16- 



the local school district. This could be done by circulating "working copies" 
with a deadline date for submission of possible final changes. Another pro- 
cedure is to have a joint meeting of the proposal development team and 
selected key personnel. A briefing session could be arranged in which the 
proposal would be presented. Internal reviews must take place early enough 
so that there will still be time to make necessary revisions, obtain re-_ 
quired formal approvals, duplicate all final copies, and place the copies 
in the mail or delivery service for submission to the funding agency. 

While the proposal director or the proposal development team are not 
likely to appear before the review panel and the funding agency, it is 
generally helpful in the total development process to know how this external 
review process takes place in the funding agency. This information can be 
obtained by talking with agency personnel or persons who have seived on 
review panels. It is especially useful to know the criteria against which 
the proposal will be evaluated, as well as the process involved. Some 
agencies provide this Information on request. 

With the internal review of the proposal, the efforts of the proposal 
development team are nearing an end. The next lesson will discuss the actions 
associated with proposal document submission, proposal negotiation and 
contractual arrangements, and closing out the proposal development effort. 

Summary 

— — j~ - 

'Hi is lesson focused upon the management, activities associated with the 
organization, assembly, and writing of the final proposal document plus the 
processes of proposal review at the local and funding agency levels, 'lhe 
written sections of Lhe proposal document, discussed were the abstract, assu- 
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ranees and clearances, target population description, special equipment 
justification, personnel resumes, and school and community descriptions. 
Organizing and preparing the final proposal document usu;illy invol/es the 
three steps of designating information to be used in writing the final 
document; selecting the proposal format to organize the information; and 
writing, editing, reviewing and duplicating the final document. 



') : 
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Lesson 8- -Preparing the Final Proposal Document 

Exercise A 



directions : Ike following sections contain example* of selected exceKpts 
from actual proposals . These excerpts are from the. following sections 



/. 

1. 
3. 
4. 
5. 



Abstract 

legal Assurances 

Target Population 

Equipment Justification 

CommuniXy, School, and Staff Descriptions 



your task is to match each excerpt with the. particular proposal motion 
to uJhlch It belongs and to label it accordingly in the space provided. 
When completed, turn to the last page and check your. mrk. 



I. "XYZ County Adult Basic Education Division, in cooperation with City 
Public Schools, wishes to propose a project as part of the City Model 
Cities Program to be directed to the hard-to-reach, functionally 
illiterate adults who are Model City residents and who are unable to 
enter the Adult Basic Education Program for various reasons. 

"Model Cities has included in its planning process a recommendation to 
fund 25% of this program due to the. fact that it will service the Model 
City residents who are not at the present time receiving similar services. 
The local school district, through an existing Model Cities Community 
School Program, is concerned about the hard-to-reach Indian population 
in the City area who do not. enter the Adult Education Program because 
of cultural restrictions --but who would participate if the educational 
program were brought to this small community on a one-to-one basis. ^ 
Therefore, there is reason to expect full cooperation in this proposal. > 

"It is believed that a program of this type will motivate individuals to- 
ward an interest in adult education. Besides a high percentage of Indians, 
there are many people in the city who are transients and need encouragement 
to attend Adult Basic Education Programs. Utilizing the para-profess lonal , 
and materials selected to meet the needs of the individual participant, 
the target population will be encouraged to avail itself of the educa- 
tional resources of the community. 

'The funds provided through this imaginati/e effort for recruiting the 
hard-to-reach, functionally illiterate adult would be used for develop- 
ing a relationship between the special services of the Basic Adult 
Education Program and the para- professional who will be the primary 
motivator in the homes. The staff will include a coordinator and teach- 
ers who will develop the program. 
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"The para -professional staff will receive extensive training to inform 
them of the health services available in the Model Cities area, day care 
facilities and other supportive services that will insure self-improve- 
ment to Model City residents. 

'Through research consultants, it will be possible to set up a compara- 
tive study between those people who are attending Adult Basic Education 
Classes and those who are receiving individualized instruction through 
this program. 

"With the development of this individualized instructional program for 
the hard-to-reach, functionally illiterate adult, -it will be demonstrated 
that an adult basic educational program can be effective." 

This is an example of • 

t.I. "Major new materials consisting of outdoor guides, conversation guides, 
and curricula that have already been developed in environmental educa- 
tion will be obtained. Material will also be rented to be previewed 
by the teachers in the in-service course." 

This is an example of . • 

III. "The control of funds provided under this Title, and title to property 

derived therefrom, shall be in a public agency for the uses and purposes 
provided in this Title, and a public agency will administer such 
property and funds and apply them only to the purposes for which they 
are granted." 

This is an example of • 

IV. "The program includes all schools, K-12, both public and private, within 
the City School District boundaries." 

This is an example of i » 

V. A. Area- -City, 77.6 square miles; County, 414 square miles; Metropolitan 
2,154 square miles. 

H. Population --(1970 census) City, 452,524; County, 924,018; 
Metropolitan area, 1,384,851. 

C. Population Rank-- (1970 census) in United States: City, 29; 
Metropolitan area, 21. 

1). Population Trend-- (comparison of 1970 census with 1960 census) 
City, -50,026; County, +59,897; Metropol i tan, +116,372. 

This is an example o f — • 
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VI ,r I'he Title III activities conducted under this project during the regular 
school year, in conjunction with regular school activities, will be 
carried out in accordance with the applicable current court order or 
desegregation plan filed with the Office of Education (including modifi- 
cations filed on Form HEW441B) , and all other Title III activities will 
be carried out on a non- discriminatory basis in accordance with the 
Regulation of the Department (4S CFR 80.3)." 



This is an example of 



VI! "The City Public Schools District comprises a total area of approximately 
' ninety square miles. It includes all of the City ^erley Village, 
Cheviot, Golf Manor, parts of Silverton, Fairfax, Springfield, Anderson, 
Colunfcia, Delhi, and Green Townships. The estimated population in 1965 
wis 5S0 000 The City Public Schools is recognized as one of the. better 
large city school systems in the country. Tne 1969 pupil enrollment was 
approximately 85,000. There are eight senior high schools seventee n 
iunior high schools, and seventy-five elementary schools and plans have 
ITen made for the construction of four more elementary and two junior 
high schools." 



This is an example of 



VTTI "First orioritv will be given to programs and services for the "educa- 
tionall^involved resident" M, meaning persons who have not 
been educationally or vocationally involved since leaving school. Withm 
this population we expect to find the following groups: 

a Residents with ISnglish language problems, e.g., aliens and newcomers 
from sTnoa, Philippines, and other non-ilnglish speaking countries. 

b. Unemployed residents. 

c. Residents with limited education. 

d Residents seeking new interests, but apprehensive of existing programs 
e.g., retired residents, school dropoutjs, and persons seeking be ter 
jobs. ' 

c. Homebound adults, e.g., mothers with young children.' 

This is an example of ■ 

IX "The staff of the Volunteer Instruction Pacs Project wil 1 have offices in 
the Division of Program Research and Design which is located at the 
Suction Center, ISO Hast Ninth Street. This Is 

ti „ n offices for the City Public Sdiools. Desks, files storage cauiim 
L,d wor" SlS, movabl/partitions for the offices, telephones, cameras. 



<> M 
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cassette and tape recorders, carrousel projectors and media preparation 
equipment will be purchased. Hie facilities already available at the 
audio-visual center of the City Public Schools will be utilized. Most 
of the activities will occur in the schools and no money will be expended 
in these situations as it relates to their activities.''' 



This is an example of 
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Exercise A- -Solution 



Vine.cJU.ont> : TAe cjonxact avu>voeAA to th& zxcacaaz ojul givm below. Check 
yousi voottk and tk&n tuAn the. page. 

I. Abstract (1) 
II. Equipment Justification (4) 
III. Legal Assurances (2) 



IV. Target Population (3) 

V. Community Description (5) 

VI. Legal Assurances (2) 

VII. School Description (5) 

VIII. Target Population (3) 

IX. Equipment Justification (4) 
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Exercise B 



Compl&tc thz ExeAcue accofcUng to the, inA&iuctConA given. 



Part 1: 

It is usually a good practice to ask selected members of the local 
school district to review the proposal docunent before it is sent to 
the funding agency. This is called the Internal Review Process. The 
review conmittee should be composed of persons who have not been part 
of the proposal development effort. In the spaces provided below, 
list three groups of persons within the District from which you might 
select your review panel. 

1. 

2. __ 

3. — 

Part 2: 

Once the review committee is selected, a memo should be written 
to accompany the proposal suggesting the kinds of things the panel 
might criticize. What aspects of the proposal document would you 
want the committee to check? In the spaces provided below, outline 
the memo you would send along with the proposal. The outline might 
be in the form of questions you would want the panel to answer. 
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hxercise B- -Solution 



Part 1: 

It is usually a good practice to ask selected members of the local 
school district to review the proposal document before it is sent to 
the funding agency. This is called the Internal Review Process. The 
review conmittee should be composed of persons who have not been part 
of the proposal development, effort. In the spaces provided below, 
list three groups of persons within the District from which you might 
select your review panel. 

1 . PaAents .__ 

2. School boahd membeAs 

3. Te.chyu.ccd ok Evaluation ExpeAtb [who have, not Men the pn.opo6al) 



Part 2: 

Once the review conmittee is selected, a memo should be written 
to accompany the proposal suggesting the kinds of things the panel 
might criticize. What aspects of the proposal document would you 
want the committee to check? In the spaces provided below, outline 
the memo you would send along with the proposal. The outline might 
be in the form of questions you would want the panel to answer. 

I> Ls fl_ doc.mnc.nt complete? VoeJ> it contain all the. pnopQA matc-iA alb ? 

2 ■ Ane the 6u.bbccti.onb Integrated in a logical manneA? 

3 • A/iti tec hn ical tcAmb explaine d bi[ 6ootnotet>? 
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Exercise B 

Presented below is one possible sequence of the components of a 
proposal document. Would you agree that this is the normal format? 
If you have suggestions regarding changes that migjit be made in the 
arrangement of the major components or subsections of the proposal, 
a worksheet has been provided on the next page for you to list your . 
recommendations. Space has also been provided to list resources you 
might consult in order to determine the proper sequence of the sections. 

POSSIBLE SEQUENCE 

I. Cost Plan or Budget 

II. Management Plan 

A. Project organizational chart 

B. Needs assessment 

C. Rationale 

D. Schedules 

E. School and community descriptions (i.e., facilities and services] 

III. Technical Plan 

A. Abs tract 

B. Goals and objectives 

C. Evaluation plan 

i). Project personnel descriptions 

]',. Audit plan 

V. Dissemination plan 

(.;. Community invoLvement plan 

IV. Title and Signature Page 

V. Procedures or Strategy 




Exercise B- -Worksheet 
List below the changes you might make in the possible sequence of 
proposal document components presented on the previous page. Your work 
should be in outline form. 



What resources might you consult in order to determine the proper order 
of the proposal document components? 
1. . 



•7 



3. 



On,, 
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Exercise B- -Solution 

The arrangement of the sections of the proposal document which is 
presented in this lesson and exercise is only one of many possibilities. 
Agency guidelines will usually include directions regarding the sequence 
of parts preferred by the agency and what information they should con- 
tain. The format and content of the proposal should follow these guidelines. 

The changes you suggested should show a logical order of the divisions 
of the proposal and should take into consideration the 'total document. 
Most importantly, however, all the information that the funding agency will 
need must be included in the proposal. 

SUGGESTED SEQUENCE 

I. Title and Signature Page 

II. Abstract 

III. Technical Plan 

A. Needs assessment 

B. Goals and objectives 

C. Procedures or strategy 

D. Rationale 

E. Evaluation plan 

F. Audit plan 

G. Dissemination plan 

H. Community involvement plan 

IV. Management Plan 

A. Project organizational chart 

B. Schedules 

C. Project personnel description 

D. School and community descriptions (i.e., facilities and services) 

V. Cost Plan or Budget 

Resources to consult about proper order of proposal document components. 

I. Agency Guidelines 

2. Agency Program Director 

3. School District Project Management Office 
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Directions and Choices Following the Practice Exercises 



Ba&ed upon the 4 elh~ evaluation oh youA peAionmance. on the exeAcli>e&, 
you have. cithern 

A. acceptably batU^ied the objective oh deAcnihlng the pfiepanation 
oh the £tna£ pKopoial document, and should now tarn to the po6t- 
tcht hound on page 29. 

Rehcnence* ho* additional reading aJieJtUteA o'\ page 16 oh the Module Manual. 

B. not &ata>hied the objective and should lead the le&ton text 
beginning on page 9 and then n.eu)o*k the ExenciAe*. 
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Post-Test 

ViAaGUoY*: Vliue. take. time, to omaww. autziully the. o.ueAUon& give* belou) 
foJUovoing the. 6pe.CA.6ic cUazcZLohS given. 



fun }>tateme.ntJ> 1 thxcugh 6 wMi T (Uue.) H you ague. with th* Uateme.vvt, 
and F [faJUt] i{ you do not. : - 



1 • Certain unusual or special items of equipment which have been listed 

' in the Budget or Cost Plan should be described separately in a 

separate slction) in detail. This discussion should include infor- 
mation about special features of performance, and repair and service 



3. 



needs. 



2 . The major components of the final proposal document vary widely 

from agency to agency. 



Staff qualifications and school and community descriptions are elements 
'of the proposal document which the funding agency considers important 
° -sessing the capabilities and qualifications of both the school and 
ommun5ty to handle the project. 



m as 
the co: 



4 Internal review and the acquisition of formal approvals should be 

' carried out after the final proposal document is approved. 

5. A poorly typed and duplicated proposal can often negate all of the 
■ — efforts of the proposal development team. ^ 

6 An important facet of Grantsmanship is learning ab :t both inpljcit 

and explicit criteria which will be used by the funding agency in 

evaluating the proposed project. 
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Foa. ttejn& 7 and S complete, the. {oUouiuxq &ta£emwtt> . 



7. A brief description (one or two paragraphs) of the proposed project, 
emphasizing the major objectives and procedures, making up the 
project is called the • 

8. The section of the final document which includes statements about 
racial or sexual discrimination, equal employment opportunity, and 
protection of human subjects is terme d • 



CaacZz the. leXteA oi the.^ beAt an&voeA Ion each otf the ioltmbiQ question*: 



9. To what basic group do the goal and objectives of the proposal project 

refer? 

A. Board of Education 

B. Community, School and Staff 

C. Superintendent of Schools 

D. Target Student Population 

10. Who has the responsibility of assuring that the time schedule is kept 
so as to avoid having the proposal project personnel work overtime 
at the last minute? 

A. Superintendent 

B. Proposal Director 

C. Secretary 

D. Project Staff 



TuAn the page, and check 
tjouh. aniweAA 
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Directions and Choices Following Lesson Post- Test 



Vin.e.c£ioni> •• The cohazcX an&uieJU to LeA&on 8 pobt-ttet <ue lUttd dowi 
the Alight mangin. Check youK connect ne&ponAeA. 



Vinectiom 11 you anAuiened eight cn (,ewen question* 
conAectly, you have, not acceptably demonstrated 
knowledge o\ pnepaning the iinal piopo&al document 
and should select one on mo fid oi the. iollo^ng 
couMes 0(5 action, 

J. Read the. lesson text be.glmu.ng on page. 9. 
2. Rework the, lesson post- test. 



Oinections: li you ansu)ened nine. on. mom questions 
conAectly, you have, acceptably demonstrated knowledge 
ot ^epaning the. iinal proposal document. References 
fan additional neading one, lUteA on page u o& the 
Module. Manual. 



True/False 

1. T 

2. F 

3. T 

4. F 

5. T 

6. T 

Completion 

7 . Abstract 

8. Legal Assurances 
Multiple Choice 

9. A B C (D) 
10. A (B) C D 

Number Correct 3 



Termination Instructions 



Tlvis Zason on preparing the. final pnoposal doc.ume.vit is now) completed. 
Lessun 9 entitled "Pnoposal TeAmination" ,u> the, next lesson the sequence 



Proposal Termination 
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I 

Introduction to Lesson ' 

This lesson contains the following items. Make sure that each 
item is present before starting to work through the lesson. 

' Page 
Booklet c ontaining the following items 

Introduction to lesson • 1 

Overview and objectives 3 

Pretest 4 

Lesson Abstract and Content Outline ' 

lesson text J 

Practice Exercise J* 

Post -test 24 
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Overview and Objectives 

OVERVIEW 

The previous:, lesson was concerned with the various management activities 
involved in preparing the final proposal document, the last major taslc of 
the operations phase of the proposal development process. 

- This lesson, the last in the module, is concerned with the management 
activities of the termination phase of the proposal development process. 
These activities center around the submission of the proposal document to 
the funding agency, subsequent proposal negotiation, and the closing-out 
of the proposal development project. 
OBJECTIVES 

The student in completing this lesson should be able to describe in 
detail the activities involved in the termination of a proposal development 
effort. The specific objectives of the lesson are as follows: 

1. The student should be able to describe in detail the activities 
involved in submitting a proposal document to a funding agency. 

2. The student should be able to describe in detail the activities 
involved in proposal negotiation, 

3. Hie student should be able to describe in detail the activities 
involved in the closing-out of a proposal development project. 



/ 
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Pretest 



ViJiedLionb - ?le.abe. take. time, to outevoeA caAzfiuZZy the question!* given below, 
^ottouiing the. 6pzci^ic difiedtionh given. 



ton. question* 1 to 4, indicate T (Pme) ih you agues, with the. statement 
and F [TaJUe) ih you. do not. 

1 , 

1. jj O ne last step to be managed before the proposal document is sent to 

the funding agency is securing signatures from the authorized 
officials in the school district. 

2. A proposal director should send the original signed proposal copy by 

registered mail with a return receipt requested. 

3. Acknowledgement by the funding agency of the receipt of the proposal 

document is not made until after the review process has been 
completed. $ 

4. As a result of the review process, a proposal document is sometimes 

modified to incorporate suggestions for modification and then resub- 
mitted to the funding agency. 



Complete, the holtovoing statement. 



5. A meeting between representatives of the school district and the funding 
agency to make whatever modifications may be necessary to the proposal 
project document is called the _session. 



CiActe the tetteA oh the be&t aniweA hoi each oh the hoUowinq question*. 



6. The school district must be sure not to spend or commit money prior to 
what point in time in the proposal development effort? 

A. Submission of the project final report. 

B. Mailing the proposal to the funding source. 

C. The effective date of the project. 

D. The negotiation session. 



2 Si 



7. Management activities such as submitting the proposal document and ne- 
gotiating with the funding agency belong to which phase of the proposal 
development effort? 

A. Planning 

B. Termination 

C. Preparation 

D. Operations 



U6ing the. ti&t ol thAe.& activities betovo involved in the. termination phase 
o£ the proposal devetopmnt e-lfaht, match each with the. statement which 
best doAcMbeh it. 



A. Writing the project history and final report. 

B. Retaining important records and documents. 

C. Releasing personnel of project responsibilities. .. 

JB. Includes retaining a copy of the RFP (request for proposal), proposal 
submission guidelines, and proposed project organization chart. 

_9. Includes ensuring that the proposal project team members have com- 
pleted their termination tasks. 

10. Includes a description of the tasks that were perfoxmed while de- 
veloping the proposal. 



TuAn the. page, and check youA anAweAA 



Directions Following Lesson Pretest 



direction* : The correct answers to Lesson 9 pretest are listed down the 
light margin. Check your correct responses. 



Vtn.tctU.om>: 11 yon answered eight on leuoer questions 
correctly, you have not acceptably demonstrated knowl- 
edge Ofj proposal termination and should read the lesson 
abstract and content outline, on page* 7 and 8. 
Then begin the content presentation by tunning to the 
lesson text on page 9. 



directions : 11 you answered nine on. more questions 
correctly, you have acceptably demonstrated knowl- 
edge o£ proposal termination and should read the lesson 
abstract and content outline on pages. 7 and s. 
Then ii you desire to hkJLp the content presentation, 
you may do so by pnoceeding dinectly to the practice 
exercise on page 15. 1A you do desire to read the 
content presentation, turn to page '9. 



True/False 

1. T 

2. T 

3. F 

4. T 

Completion 

5 . negotiating 
Multiple Choice 

6. A B (C) D 

7. A (B) C D 
Matching 

« 

8. A (B) C D 

9. A B (C) D 
10. (A) BCD 



Number Correct= 



Lesson Abstract and Content Outline 

ABSTRACT 

This lesson deals with the fourth and final phase of the proposal 
development effort-proposal termination. The various activities which 
have to be managed during this phase include submitting the proposal 
document, negotiating with the sponsoring agency, seeing that the proposal 
development project history and final report are written, ensuring that 
important records and documents are retained, and releasing the personnel 
from their proposal development responsibilities. 
CONTENT OUTLINE 

A. The proposal termination phase of the proposal development process 
includes activities such as submitting the proposal document, 
negotiating with the funding agency, and closing out the proposal 
development effort. 

B After school officials have reviewed a "working copy", of the proposal 
and final changes made, formal approval and signatures from school 
officials and the project management office are secured. 

1. The time-consuming process of obtaining formal approval 
and signatures should be carefully planned, and incorp- 
orated into the proposal development project schedule. 

2. Copies might also be sent to the state department of 
education, or prospective consultants. 

3. The proposal may be rejected, categorized as acceptable 
subject to certain modifications, or accepted but not funded. 

C. If the proposal is accepted, a negotiating session including the 
proposal director and the school district's fiscal officer is 
scheduled, to modify the technical, management, or cost plans as 
necessary. 

1* The "objective"- referenced budget is useful here, sl owing 
clearly the effect of proposed budget aits upon project 
tasks and objectives. 



2. Hie end product of proposal negotiation should be a 
mutually satisfactory grant or contractual arrangement 
between the school district and the funding agency. 



Closing-out the proposal development effort involves writing a 
project history and final report, retaining important records 
and documents, and releasing personnel of proposal development 
responsibilities . 

1. The project history will detail the tasks performed in 
developing the proposal, emphasizing aspects of the 
project unique to the proposal development process. 

2 . Important items which should be carefully retained 
include: a copy of the Request For Proposal, communi- 
cations with the funding agency, records of expendi- 
tures, and proposal development documents. 

3. Release of personnel from proposal development respon- 
se ? Hties should only occur after team members have' 
conipieted their termination tasks. 
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Lesson Text 

Introduction 

Previous lessons in this module have been concerned with three sequential 
phases of the proposal development process -proposal planning, preparation, 
and operations. This lesson is concerned with the fourth and final phase , 

proposal termination. 

The various activities that have to be managed in order to bring the pro- 
posal document into its final form were discussed in Lesson 8. This lesson 
is concerned with submitting the proposal document, negotiating with the 
funding agency, and closing-out, or ending, the proposal development effort. 

■r 

Proposal Document Submission 

Before a proposal is submitted to a funding agency, it should be reviewed 
by the appropriate school officials and receive their formal approval. The 
nature of the internal review process was discussed in the previous lesson. 
After that process has been completed and any suggested changes incorporated 
into the final proposal document, it is usually necessary to secure formal 
approvals from the project management office and school officials such as 
the assistant superintendent for instruction, the superintendent and the 
school board. School board approval may require an appearance before that 
body. Even if a personal presentation is not required, it may still be 
necessary to have the proposal approval listed as an item on the board's 
agenda. 

Copies of the proposal document are usually submitted to the funding 
agency, even when the source of funding is the school board itself. Funding 
agencies often request twenty or more copies, of which one or more have 



0 

ERIC 



2S6 



-10- 



the original signature of the appropriate school officials.) (often the 

t 

superintendent) . 

The process of obtaining approval for the proposal document and the signatures 
of the appropriate school officials can be quite time -consuming* Thus, 
the proposal director should carefully plan and monitor this process to ensure 
that the approvals and signatures are obtained well in advance of the dead- 
line date for submitting the proposal. He should check to see if the deadline 
date is the calendar date by which the proposal is to be post marked or if 
it is the date of receipt by the funding agency. The original signed copy 
should then be sent by registered mail with a return receipt requested. 
The remaining proposal copies can be sent by less expensive means. An ac- 
knowledgement of the receipt of the proposal can be expected within a few 
days to cne week. Most funding agencies will return a formal letter ac- 
knowledging the receipt of the proposal, stating the processing number assigned 
to it, and indicating to whom one should write or phone in the event any 
question arises regarding the review and disposition of the proposal. This 
letter may not arrive until a few weeks after the proposal is submitted. 

In addition to the funding agency, it may be necessary to send copies 
to other agencies external to the local school district. For example, if the 
proposal is submitted to the federal government for funding, it may also be 
necessary to send an additional copy to the state department of education. 
It may also be advisable to send copies to prospective consultants. The 
review process varies with different funding agencies. Some use their 
own staff members to review all proposals submitted to them, some hire con- 
sultants or form a review panel, and others employ a combination of these 
approaches. When the review process has been completed, the '100I district will 
receive official notification of the rejection or acceptance of the proposal. 



Rejection may not be outright. For example, the proposal may be 
categorized as being acceptable subject to certain modifications, and a 
request that it be resubmitted may be. made. 

Full acceptance may not be outright either. The proposal may be accepted 
but not funded until more monies become available to the agency. This may 
possibly involve waiting until the start of a new fiscal year. If the pro- 
posal is accepted for funding on the planned project start date, the funding 
may be conditional upon certain modifications being made in the proposed 
project activities and/or budget. Such modifications are discussed in the 
section which follows. 

Proposal Negotiation 

Following notification that a proposal has been accepted for funding, 
a negotiation session between representatives of the local school district 
and the funding agency is scheduled, either in person or by means of a con- 
ference call. It is usually beneficial for the school district to have the 
proposal director and the district's fiscal officer present at such negotia- 
tion sessions regardless of how they are handled. 

The purpose of the negotiation session is to make whatever modifications 
may be necessary to the proposed project's technical, management, and cost plans. 
Usually the concern is to clear up issues and problems in the proposal, so 
that the district can more .successfully complete the proposed project. Both 
program (project activities) and budget items may be modified before the 
final approval and funding of the proposed project. 

The "program", or "objective" -referenced budget for the proposed project 
discussed in Lesson 7 can be most helpful during this negotiation process. 
The funding agency may want to reduce the amount allocated to a particular 
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budget category in the line item budget. By referring to the objective - 
referenced budget, the effect of this reduction can be interpreted more 
readily in terms, of its effect upon project tasks that will have to be de- 
leted or revised. In turn, the effects upon various project tasks can be 
interpreted in terms of reduced or modified project objectives. This kind 
of information can place the local school district in a more powerful bargaining 
position when negotiating with the funding agency. It also can prevent the 
district and funding agency from unknowingly compromising the educational 
—-benefits of a project through somewhat arbitrary budget and/or program modi- 
fications. 

/ The final output of proposal negotiation should be a mutually satis- 
factory grant or contractual arrangement between the school district and 
the fun-Ling, agency. This arrangement is then formalized in seme type of 
grant award or contract document. The school district, of course, must be 
sure net to spend money (make binding commitments the performance of 
work or the purchase of materials, supplies, and equipment) prior to the 
effective date specified in the grant award or contract document. 

Closing -Out Proposal Development 

Thr closing-out of the proposal development effort involves typical 
project termination activities, such as writing a project history and final 
report, retaining important records and documents, and releasing personnel 
of project responsibilities. Although the nroposal director is primarily 
responsible for performing these tasks, it is quite probable that he will 
want help from members of the proposal development team. These tasks are 
discussed below. 

ERJC 2Sy 



Writing the Proposal Development Project History and Final Report- -The pro- 
ject history provides a documented, written record of the history of the pro- 
posal development effort. Properly prepared, it can be quite helpful to 
school district personnel charged in the future with developing proposals. 
The project history* should certainly include, a description of the tasks 
that were performed in developing the proposal. Particular aspects of the 
project that are unique to the proposal development process should be em- 
phasized. For example, comnunica ions and relationships with the funding 
agency, released time for the proposal development team, and arrangements for 
the involvement of parents and other community members in the development of 
the pioposal should be of interest' to future proposal directors. 

A project final report for the proposal development effort may or may 
-not be required. If the proposal development project was funded by an ex- 
temal agency under a planning grant, a project final report will most likely 
be required. If, however, the local school board "picked-up" any costs 
associated with the development of the proposal docunent, a final report may 
or may not be required by the board. The final. report for a proposal develop- 
ment project should follow the same format as the final report for any project?* 
Retaining Important Records and Documents . --Whether or not the proposal effort 
was funded by an external source, certain records and documents should be re- 
tained. Some important items would be a copy of the Request for Proposal (RFT) , 
any eoranuni cat ions with the funding agency, proposal guidelines obtained from 



A detailed discussion of how to write a project history appears in Lesson 12 
of Module 2, Basic Principles and Techniques of Project Management, of the 
Educational Project Management Instructional System (EPMIS) . 

* *A detailed discussion of how to write a project final report appear:; in lesson 
12 of Module 2, Basic Principles and Techniques of Project Management, of the 
Educational Project Management Instructional System (EPMIS). 
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the funding agency, records of any expenditures, and proposal development 
documents such as the work breakdown structure, work flow diagram, organi- 
zational chart, and management responsibility guide. These records and document- 
should be stored for easy access once the proposed project is approved and 
funded or when someone needs advice or help in a similar proposal develop- 
ment effort. 

Rplease of Personnel from Proposal D evelopment I espcusibilities. --One of the 
tasks of the proposal director is to release the proposal team members from 
their proposal development responsibilities. In some cases this may involve 
releasing personnel from employment or transferring them to other positions 
within the school district. In most cases team members will have been per- 
forming their proposal development tasks in addition to their usual duties 
as regular employees of the school district. The important point for the 
proposal director to remember is that he should be sure that the team mem- 
bers have completed their termination tasks before he formally releases 
them from their responsibilities. Otherwise, he may find himself left with 
all of the "clean-up" activities. 

Siinmiarv 

Hie fourth and final phase of the proposal development process is the 
termination phase. The primary activities of the phase are obtaining the sig- 
natures of appropriate school officials on the original proposal document, 
sending the original and the required number of copies of the pro|X>sal to the 
funHng agency, negotiating the proposal with the funding agency, and typical 
project termination activities such as writing a project history and final re- 
port, retaining important records and documents, and releasing personnel of 
their proposal development responsibilities. 

29 L 
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Exercise A 



VinectlonA'. You, <u> pidpo^al dinectoK, have. deceived notification fnom the 
funding agency to oKKange fon. a confluence call next ThuHAday at 4PM. Vwung 
that tunc the school dlAtnlct wilt be Involved In negotiating the project 
contract ok. giant with the tpontoK. 

The palpate of thlt> exencUe -U to give you expedience In making decUlon* 
about what nzAouAcu you wM need to have on hand fen the negotiation te&tlon. 
you need to think In tenm of who should be pKe&ent, what n.efe*ience ok tuppoKtlng 
mateKlal6 you, need to have on hand and what httoxtegy you and youK KepKetentativeh 
wUU. adopt. 

In the following tectiom, check thote key personnel you would a&k to be 
pKehent, the doc '^ewU you would want to have available, and the 6tKatcgy you 
might elect. Wften completed twin the la&t page. 



1. Personnel to. be involved in conference call. „ 

A. President of the PTA 

B. Subject area Specialist (mathematics) 

C. Proposal Project Director. 

D. v Proposed Project Manager 

E. Business Manager, or School Board Treasurer 

F. School System Attorney 

G. Public Relations Director 

H. Assistant Principal of Sanders Middle School 

I. Coordinator of Federal Programs 

J. Assistant Superintendent for Curriculum. 

K. Superintendent of Schools 

L. Other ■ 
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II. Documents to be available for reference. 

A. Copy of the Request for Proposal (RFP) . 

B. Schedule of school system salaries and wages. 

C. Progress report on the proposal tlevelopment effort. 

D. Agency guidelines. 

E. Proposal document. 

F. Other_ . 

G. Other ; 

H. Other 



III. Negotiation strategy to be adopted. 

A. No concessions to be made to the funding agency. 

B. Concessions to be made on overall budget but not on schedule allotted 
7 for the project. 

C. Equipment may be leased instead of bought. 

D. Concessions to be made^'on equipment to be purchased but not on 

personnel . 

E. Other , • 
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Exercise A- -Solution 



VUiccJCioMi you, a6 -pwpoAat dlxectoK, have received notification from the 
funding agency to aruiange a conhexence call next Thvaday at 4PM. VuJvaxg 
that time the school aU.stJiict.wltl be involved in negotiating the pKdject . 
conViact on. gnant with the. 6ponAoi. 

The pufipote. oh thil. exe-'iclse Is to give you expedience in making de.cih.ioni 
about what Kct>ouAce* aou wt£l need to have on hand ion the negotiation teuton. 
You need to think in Wans oh w\\o kkouid be pnuewt, wliat. fit&eMncz ok tuppotfXng 
mdteAA.aU you need to have on hand and what bt^ategy you and. you/i le- 
preventatives will adopt. 

Ill the ioltoutinQ sections , .check tho<se key peKbonneJt you would ask to be pie sent, 
the documents you would want to have available, and the ttAategy you might elect. 
When completed tuAn the la&t page. 



I. Personnel to be. involved in conference call. 

A. President of the PTA 

. B. Subject area Specialist (mathematics) 

X C. Proposal Project Director 



X D. Proposed Project Manager 

X E. Business Manager, or School Board Treasurer 

F. School System Attorney 

G. Public Relations Director 

__H. Assistant Principal of Sanders Middle School 

I. Coordinator of Federal Prolans 

J. Assistant Superintendent for Curriculum 

K. Superintendent of Schools 

L. Other 
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II. Documents to be available for reference. * 



X 


A. 


Copy of the Request for Proposal (RFP) . 




B. 


Schedule of school system salaries and wages. 




C. 


Progress report on the proposal development effort. 


X 


D. 


Agency guidelines. 


X 


E. 


Proposal document. 




F. 


Other 




G. 
H. 


Other 




Other 



III. Negotiation Strategy to be adopted. 

There is no one correct answer to this question. It is 
' a decision made by the proposal director and the representatives of 
the school system in preparation for the conference call. A list of 
those items on which you would and would not. compromise should be agreed 
upon ahead of tijne. 



o 
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Exercise B 



ViAtctwn&i M fKojzcJt ViAtctoi, you. have Atceived a memo iKom the. Vh.o~ . 
gKam Management Orf^tce fPM0) ie/iuteting in&onma£Lon tegaiding the. dU- 
poAition ofi peAAonneJt, equipment, and mateJUaJU involved in the. piopoAal 
dzvetopmejnt e-iioHt. Piovixtpbtielou) i& a li&t oi tuggut&L item mich 
might be. inctudtd in a leApon&e. to the. toft. Che.dk onlt? tha&e. item uktih 
you tiduld hsLjidnt to tht mO ox. wfcdcA tioutJt ' bzr i upvoyUvt oi the. 
zliicA&nt management oi the. TeAmination Ytme. oi tht ptopoAal pto/ect. 



Disposition of equipment used during the proposal development effort. 

__2. Retention of duplicate copies of receipts for payment to the con- 
sultant. 

__3. Copy of RFP on file. . 

m A. Release of proposal team members from their proposal development 
responsibilities. . 

__5. Retention of proposal guidelines obtained from the funding agency. 

_6. Retention of draft copies of the proposal. 

J7 . Progress on development of project history. 

JJ . Memorandum announcing initial meeting of proposal development team. 

_9. Transfer of personnel to other positions vithin the school district. 

10. Copy of the bill for the conference call for the negotiating session 
with the funding agency. v 
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Exercise B- -Solution 



Vin&etloM : Thz cotoiztit an&uooju to ExeAcxae B ate. glvm batow. > 
Ckzck youA. Mik and than tiow, tkz page,. 



X 


1. 


Disposition o£ equipment used during the proposal development effort. 




2. 


Retention of duplicate copies o^ receipts for payment to the consultant. 


X 


3. 


Copy of RFP on file. 


X 


4. 


Release of proposal team members from their proposal development 
responsibilities. 


X 


5. 


Retention of proposal guidelines obtained from the funding agency. 




6. 


Retention of draft copies of the proposal. 


X 


7. 


Progress on development of project history. 




8. 


Memorandum announcing initial meeting of proposal development team. 




_9. 


Transfer of personnel to other positions within the school district. 




10. 


Copy of the bill for the conference call for the negotiating session with 
the funding agency. a 
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Exercise C 



TheAe. claq, many acXiv<LUeA a&6o<Uatzd tuth the. tubmiuwn o& the. 
pwpotal document to the. funding age.ncy w/ucft need to be. can,e.iuZly 
mowctoJied by the, piopo&al dintctoti. Vnuented balow aJie. teveMl 
po&tible. activities wkich might occua. daAtng tkU pentad. Eliminate, 
thoie. vhich do not dexUL immediately with the, piopo&al &ubmie>4ion 
place** by d/uming a tine, tfaiough them. 



1. Conduct the internal review process. 

2. Obtain formal approvals from the proper project management 
office and school officials. 

3. Have the specified number of copies of the proposal duplicated. 

4. Send the original, signed copy of the proposal separately to the 
funding agency by registered mail. 

5. Prepare history of the proposal development effort. 

6. Send copies of the proposal to prospective consultants. 

7 Check deadline to see if it is the date by which the proposa 1 
must be postmarked or the date by which it must arrive at the 
funding agency. 

8. Make sure that all final documents are complete including the 
necessary Appendices (no blank pages inserted by mistake during 
the duplication process) . 

9. Arrange for pick up or delivery of the proposal package to mail 
or express office. 

10. Send copy of final proposal document to the Superintendent's 
office for reference use. 
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Exercise C- -Solution 



Activities 1, 5, and 6 should have been cxossed cut. The .iVut 
activity u)ould nave, taken place. weM beione the. actual proposal 
submission pn.oe.eA6 began. Record* Ml have be.cn ke.pt au&tng the 
counse. o] thz pnoposal pfioject so that a history oi the, ciiont may 
be mitten {Item *S), but the actual pn.epan.aUon Ml not begin 
until aitex the pnoposal is submitted, 

Although it i& vexy important to send a copy oi the pnoposal docu- 
ment to pnaspective consultants (Item *6) In plenty, oi time so that 
they may n.eview it begone stanting to utonk, this activity id not 
considered pant oi the. actual pnoccss oi submitting the. proposal to 
the iundlng agency. 
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Directions and Choices Following the Practice Exercises 



Ba&ed upon the 4 el&- evaluation otf youK pzAionman.cz on tlie exex- 
ci6C6 p you have. cithern 

A. acceptably ^atU^ied the objective, oh de&cAibin^ in 
detail the. activities Involved in pnopo&al termina- 
tion and should now tuJin to the, po6t-te*t found on 
page' 24. 

RefieAence* £01 c.ldUional leading axe tUted on page 16 otf the. Module 
Manual. 

8. not &atis^ied the objective, and should nead the le&bon 
text beginning an paqe 9 and then, newxk any exeAci&es 
you did not t>olve &ati&(acto>tilij. 
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Post-Test 



VvuictLon* ; Vizard take. time, to an&weJi aVLe.£uUy the. question* given beZou), 
faJUouiing the. 4>pe.QA.&ic diAe.ctl.onh give.n. 



CiKcle. the letteA oi the. but anhufeA ion each oi the. fallowing question* . 



1. Management activities such as submitting the proposal docunent and ne- 

. gotiating with the funding agency belong to which phase of the proposal 
development effort? 

A. Planning 

B. Termination 

C. Preparation 

D. Operations 

2. The school district must be sure not to spend or commit money prior to 
what point in time in the proposal development effort? 

A. Submission of the project final report. 

B. Mailing the proposal to the funding source. 

C. The effective date of the project. 

D. The negotiation session. 



Fo>t quzAUon!> 2 to 6, Indicate. T (Puie) l£ you agnee, Mh the. htaX.eme.nt 
and F (Falhe] i& you do not. 



3^ Acknowledgement by the funding agency of the receipt of the proposal 

document is not made until after the review process has been 

completed. 

4. As a result of the review process, a proposal document is sometimes 
modified to incorporate suggestions for modification and then resub- 
mitted to the funding agency. 

5. A proposal director should send the original signed proposal copy by 

registered mail with a return receipt requested. 

6. One last step to be managed before the proposal document is sent to 
the funding agency is securing signatures from the authorized 
officials in the school district. 
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Complete the. ioWMiAQ htatemwt. 



7. A meeting between representatives of the school district and the funding 
agency to make whatever modifications may be necessary to the proposal 
project document is called the s ession. 



Itiing the tUt o& thAZA acjUvitlu below involved in the teAmination phati 
oi the piopotal development eiioht, mcutck each with the. statement which, 
beit deAcAibeA it. 



A. Writing the project history and final report. 

B. Retaining important records and documents. 

C. Releasing personnel of project responsibilities. 

8. Includes retaining a copy of the RFP (request for proposal), proposal 
" submission guidelines, and proposed project organization chart. 

9. Includes ensuring that the proposal project team members have com- 
~~ pleted their termination tasks. 

10. Includes a description of the tasks that were pei formed while de- 
veloping the proposal. 



TuAn the page and check youA anAweru 
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Directions and Choices Following Lesson Post-Test 



ViKzction* ' The. coKKtct an&voeM to Lea-ion 9 po&t-teAt okc. lifted down 
the. Kight margin, Check youA covie.cZ Kc&pon&eA. 



• — 

Vajih.cjU.oyu> : Irf you an&weAtd eight ok le*6 question* 
coKKectly, you have not acceptably demon* tKated knowl- 
edge, 0({ pnopotal teAmination and should select one ok 
moKe. oi the \oHoviing coutoeA oi action, 

1, Read the. leAton text beginning on page. 9. - 

2. ReuioKk the. leA&on pott- tut. 



ViKtcticn*: I A you. anhwexed nine, ok moKe. question* 
coKKtctly, you. have, acceptably demon&tKated knowledge, 
oi the. pKopobal teJmination pKoceb*: ReieKence* 
ioK additional Keading okc liAted on page 16 oi the. 

Module. Manual. - 

Completion 

7 . negotiating 
Matching 

8. A (B) C D 

9. A B CC) D 
10. (A) BCD 

Number Correct 3 



Termination Instructions 



The. let>6on on pKopotal teAmination aj> now completod. 



Multiple Choice 

1. A (B) C D 

2. A B (C) D 
True/False 

3. F 

4. T • 

5. T 

6. T 
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